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Here are metal office chairs with 


unbelievable resistance to wear — 
thanks to STURLON. 


an extraordinary new finish 


You will be hearing a lot about this extraordi- 
nary new finish. As far as office chairs are 
concerned (Sturgis is the only maker of office 
chairs with the rights to use STURLON), it 
means that you may now buy steel chairs 
with unbelievable resistance to wear nor- 
mally resulting from scuffing and repeated 
bangings of chair against chair. 


STURLON is sprayed on and infra-red baked to a thickness 
about four times that of other finishes. Independent 
laboratory tests show STURLON has a resistance to abra- 


sion 10 to 20 times greater than that of other finishes. 
This means that the STURLON finish will 


endure and continue to protect 
the metal indefinitely. 


And that isn't all 


STURLON its wonderfully warm 

and pleasant to vour touch. 
STURLON is non-conductive 

makes steel chairs static-proof. 
STURLON ts non-corrosive 

is unaffected by moisture, salt air, 

humidity or temperature changes. 
¢ Sturgis STURLON- finished chairs, ; 
both executive and stenographic, are r oe < TU R E 
now being shown by your Sturgis 


dealer in three popular colors: 


metallic gray, green and walnut. ¢ BM £8 RS 


THE STURGIS POSTURE CHAIR COMPANY . STURGIS, MICHIGAWN 


For complete information and the name of your nearest dealer, 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Ernie Street, Chicago 11, Mlnois 
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Beautiful for Executive Offices 
...Practical for ALL offices \~ 


\ 


tree 
“Ee oe 


Ask the dealer who features 


STEELCAS 


to fill you in on these facts: 


EXECUTIVE SETTINGS GENERAL OFFICE ADVANTAGES 


e Steelcase gives you “years ahead” styling e Steelcase engineering eases work flow— in- 
creases Output as much as 35% 
@ Steelcase gives you a choice of many har- M =: — 
monizing color combinations © More filing capacity in less space—more 
employees seated per square foot 
e Steelcase comfort adds warmth and person- , 
ality to your office na 2 SOO Se 
2 b Steelcase 


e Interchangeable desk tops, drawers and ped- 
estals make office planning flexible @ 


; : et . . in the classifi 
Leading national organizations are standardizing on Steelcase for both executive sitied 


section of your 
. « > wy aale . ! 
and general offices. Ask your dealer . . . today! phone Gestery 


For new ideas in office planning, write for ‘Tooling Up Your Office” STeE E LCAS E 


Business Equipment 
METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 


April, 1953 OFFICE MANAGEMENT AND EQUIPMENT 
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Investment 


. 
‘LHAT ADMIRING glance a visitor casts about a beautifully furnished office ; Prestige 
may seem casual ... but you'd be surprised how significant it can be! 
; sata . ... that pays 


For an atmosphere that breathes ‘‘success’’ inspires confidence. 


e 
And confidence leads to more signatures on more dotted lines. The tangible 


many offices created by Macey-Fowler for some of the country’s finest “— 
Dividends! 


firms are paying dividends in business success. Why don’t jou invest in the 
profitable potential of a well appointed office? Consult us for further details. 
Visit our showrooms where you can see typical offices set up in “model room” 


displays. Or, write us for handsomely illustrated catalog. 


scot) Towler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT April, 1953 
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OFFICE 
MANAGEM ENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Know Your Schools? 


IHE shortage of competent office 
help, particularly in the stenographic 
and secretarial bracket, has been so 
long a matter of concern to the office 
that one would suppose it to have led 
to much greater interest on the part 
of the office in the schools which train 
for othce work. 


Most business schools work hard to 
learn what it is that the office wants, 
but with notable exceptions they work 
without much office cooperation. 

Even if all an office wants of a grad- 
uate is a certain level of basic knowl- 
edge on which the office’s own train- 
ing program is to be imposed, it would 
still seem natural for the ofhice to co- 
operate with the school in determin- 
ing what this basic knowéedge should 
consist of. And where a school is en- 
terprising enough to try to give its 
graduates more than the elements, it 
is still more deserving of office inter- 
est and cooperation in its objective. 

What does vour office really know 
of the schools which supply vou? 


) Member of Audit 
Bureau of Circulations 


Member of 


™“=@ 
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Paper Tells Your Story. . 
By Charles O. Libbey 
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What Makes a 


Duplicator Pay Off? 


Two basic ways modern office mech- 
anization can save money—Let’s say 
modern office mechanization enables your 
organization to handle its present work 
load in less time or with fewer people. 

Or, let’s say modern office mechaniza- 
tion enables your people to handle an 
increased work load with no increase in 
time. Either way you save time and/or 
money. That is the purpose of modern 
office mechanization—that is the pay-off. 

And, at present wage-salary rates, it is 
a sizable pay-off. 

But, when you buy modern office equip- 

ment, you buy only the means of these 
savings... not the achievement. 
The essential role of management— 
Once committed to the goal of achieving 
these savings, management is confronted 
with four major prerequisites. The first 
of these is the selection of the right equip- 
ment to satisfy the individual require- 
ments of the organization. 

Next comes the need for knowing all 
practical applications of the equipment. 

Third, the personnel using the equip- 
ment must be schooled in the efficient 
operation of the equipment. 

Finally there is the responsibility of 
management to set and maintain stand- 
ards of operation. 

Lacking any one of these, management 
fails to realize the full savings possible 
with modern office equipment. 


This is no simple job—If management 
elected to try and keep abreast of all new 
developments in business procedures and 
methods it would have time for little 


else. Therefore, it has become good prac- 
tice to seek help from qualified specialists. 

One such specialist is the A. B. Dick 
representative. 

He is a duplicating specialist. 

He offers mimeograph, offset and spirit 
duplicating products and consequently 
is unbiased. He is qualified to help man- 
agement make an honest evaluation of 
their duplicating requirements and then 
recommend the specific products to sat- 
isfy the individual requirements of the 
organization. 

He has had first-hand experience with 
many applications in many organizations 
and therefore can supply management 
with practical money-saving ideas. 

He has the ability and the willingness 
to maintain instruction in the new tech- 
niques of MODERN duplicating. On 
average days he spends about seventy 
percent of his time with organizations 
who have already used his products. This 
is because duplicating needs are always 
changing as business changes. New ap- 
plications are developed. And, above all, 
there is the ever-present problem of per- 
sonnel turnover. 

If you would like to know more about 
how others have achieved these savings 
—how they have made a duplicator pay- 
off—call your A. B. Dick Company dis- 


tributor. You'll find him listed under | 


Duplicating Machines in the classified 


section of your phone book. A. B. Dick | 
mimeograph products are for use with all | 
makes of suitable stencil duplicating | 


products. 


A-B-DICK 


IN DUPLICATING 
CHICAGO 31, ILLINOIS 


THE FIRST NAME 


A.B. DICK COMPANY - 


5700 TOUHY AVENUE - 


1952 STATE DEFICITS 
TOTALED $7,000,000,000 
TAX AUTHORITY REPORTS 


State governments as a whole con- 
tinued a policy of deficit financing in 
fiscal 1952 and dropped about 9 per 
cent deeper into debt. A survey of 
annual debt reports by Commerce 
Clearing House, a national reporting 
authority on tax and_ business 
revealed these facts: 

The total debt of all states showed 
the greatest increase within the several 


law, 


THE per capita debt of each of the 
48 states in fiscal 1952: 
Per Per 
Capita Capita 
State Debt tate Debt 
Aie...... 5 Neb..$ 0.61 
Ariz 4 Nev.... 45 
Ark 68 N.H 49 
Calif 47 N. J. “68 
Colo... 12 N. Mex. 15 
Conn.... 114 N.Y 67 
Del... 283 N. Car 66 
Fla... 24 N. Dak 57 
Ga 6 Ohio 20 
Idaho 3 Okla 60 
_ 43 Ore 75 
Ind. 5 Penna 85 
lowa ia | 65 
Kans . S. Car 59 
Ky 4 S. Dak. 33 
La.. 78 Tenn 30 
Me. 30 © Texas 12 
Md.. 84 Utah 2 
Mass 85 Vt 13 
Mich.. 54 Va 11 
Minn. 40 Wash 97 
Miss 34 W.Va. 123 
Mo.. 6 — Wisc 1 
Mont 176, & Wyo....215 
Average per capita state debt: $45. 


;| manage the new 
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government levels, and rose from $6,- 
400,000,000 to $7,000,000,000 in 1952. It 
was $2,400,000,000 in 1946. 

A wide variation existed in per cap- 
ita state debt. Nebraska, for example, 
owes only 61 cents per person; Dela- 
ware $283.00 per person. The average 
was $45 per person. 

Other governments, which as a 
whole joined the states in red ink 
operations, were: Federal, whose pub- 
lic debt increased $3,900,000,000, or 
approximately 1.5 per cent; and local 
governments, whose debts increased 
$1,900,000,000, or slightly less than 1 
per cent. 


Knoll Forms Separate 
Textile Company 

As part of an overall expansion pro- 
gram, Knoll Associates have formed a 
separate company to handle textile. 
The new firm, Knoll Textiles, 
Inc., 575 Madison Ave., New York, re- 
places the old textile division that was 
part of the parent furniture-and-fabric 
company. Hans G. Knoll, president of 
both Knoll Associates and Knoll Tex- 
tiles, announced that Arthur Bills will 
organization. 
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pt Lo record your telephone calls 


Of course you want “carbon cop- 
ies” of your important phone calls— 
just as you want carbons of your let- 
ters. Actually, it is the easiest thing in 
the world to do. Here’s how it works: 

Your Audograph is turned on 
through the day, ready to record dic- 
tation, instructions, notes and ideas. 
An important call comes through, 
You just flip the switch on the con- 
trol station. That's all. 

Automatically, your Audograph 


aUiaEraPh 


The world’s most versatile dictation instrument 


AUDOGRAPH?® «les and service in Ii . citi 


Directory nder ting ae na Nort! 


made by the Gray : scturin vo establi 


Telephone Pay Stat 
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ee vour Classified Telephone 
ern Electric Co., Ltd, Abr 
Westrex Corp. (Wests eetric o. port affiliate) in $ 
shed 1891 iginators of the 

*TRADE MARK REG. U.S. PAT. OFF. ADDRESS 
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starts operating — recording both 
ends of the conversation with radio 
clarity on a paper-thin plastic disc. 

Later, if you decide you want the 
recording filed, routed, or transcribed, 
you pick up the Audograph micro- 
phone and add these instructions to 
the same disc. 

There's never any doubt of what 
was said. You have positive confirma- 
tion of the facts, dates and figures. 

Audograph is the complete elec- 


35 countries, Audogray 


AND EQUIPMENT 


tronic soundwriter that revolution- 
ized the industry, It is so convenient 
and versatile that new uses are still 
being discovered. You'll use it on 
trips or at home—even in your car, 
Wherever and whenever you work 
best, Audograph is ready to help you. 

In fact, once you've seen and tried 
the Audograph, you'll agree it is an 
essential executive tool for the efti- 
cient communication of ideas. 


GET THIS NEW FREE BOOKLET! 


The Gray Manufacturing Company 
Hartford 1, Connecticut 

Please send me your illustrated Booklet S-4 
to Talk Yourself out of Time-Taking Work.” 
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"SKY'S THE LIMIT’ PLAN 
FOR PROFITABLE IDEAS 
IS BEGUN BY PEN COMPANY 


A new “idea exchange” plan that 
enables idea originators to share 50-50 
with the company in any savings ac- 
cruing from their suggestions has been 
introduced at the Parker Pen Co., 
Janesville, Wisc. The idea exchange 
differs from the time-honored sugges- 
tion system in that cash is awarded on 
a formula basis and, according to 
company spokesmen, the “sky is the 
limit.” 

Parker, which has never had a strike 
in 65 years of operation, feels that the 
move is a step toward cementing em- 
ployee relations, as significant as the 
firm’s elimination of time clocks a year 
and a half ago. Willis Rabbe, vice- 
president in charge of manufacturing 


for the pen firm, said that while the 
plan “is keyed to human relations, it 
is expected to provide employees with 
stimulus to advance ideas to improve 


the company’s competitive position 
and cut production costs at the impor- 
tant workbench level.” 

Rising production costs constitute 
one of industry’s major problems, ac- 
cording to Mr. Rabbe. 

The originator of any accepted idea 
for which direct savings can be calcu- 
lated will be awarded 50 per cent of 
the first year’s anticipated savings, 
minus the cost of putting it into op- 
eration. Ideas to be submitted may 
relate to improvement of quality and 
performance of Parker products, new 
products, reduced costs, improved 
customer service, improved merchan- 
dising practices, ideas to reduce costs of 
office procedures, or any ideas which 


LOOK FOR QUALITY... 


when buying office supplies 


The seal of a Neenah Authorized Dealer tells you, first, where to 


find the finest boxed typewriter paper 


But also, where you see Neenah 


you are likely to find other quality lines. The seal identifies a dealer set 
up to attract customers who want the best for their money. 


in Neenah Boxed Typewriter Papers they have a selection of 
Old Council Tree, Success, Chieftain and Neenah Bonds, containing 


respectively 100%, 75%, 50% 


parca 
and 25% 


new cotton fibers—the finest 


rag-content bonds made in America. Your work deserves these practical 
values in tub-sized, loft-dried writing and typing surfaces. 


Let the Neenah seal serve as your clue to quality! 


NEENAH BOXED 
TYPEWRITER 
PAPERS 


4 NEENAH PAPER COMPANY, Neenah, Wisconsin 
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can strengthen the business and em- 
ployment. 

All hourly paid employees are elig- 
ible for cash awards. Supervisory 
staff, adminstrative and sales person- 
nel may benefit in unusual cases, but 
research technicians by nature of their 
work are not included in the plan. 


DON'T END COFFEE BREAK, 
NOMA PRESIDENT WARNS 
NEW ADMINISTRATION 


Government officials who would 
abolish the custom-steeped coffee 
break in Washington were cautioned 
against such action by J. B. Andrews, 
president of the National Office Man- 


agement Association. The coffee 
break, which civilian business has 
turned into an important production 
tool, is too valuable to morale and 
productivity for Washington to dis- 
card, Mr. Andrews said. 

Admitting that the practice is 
abused by some government em- 


ployees, he said that the fault lies with 
“improper procedures” and not with 
the coffee break itself. 

“U. S. industry was faced with the 


same problems of wasted time that 
now exasperate the new administra- 
tion,” Mr. Andrews said. “But indus- 


try turned the coffee break into a plus 
by regulating it as carefully as any 
other phase of office or plant manage- 
ment.” 

As an example, Mr. Andrews cited 
the case of the Mutual Life Insurance 
Co. of New York which found it had 
an average of 800 employees who left 


their desks for unauthorized coffee 
breaks of varying duration. “Mutual 
now has coffee delivered at break- 


time to all of its 2,000 employees, and 
by thus controlling the privilege the 
company estimates it is saving $130,- 
000 annually in labor costs,” he as- 
serted. “The employees have 
coffee break and the company 
money. Everybody is happy.” 


their 
saves 


Quotes Coffee Break Survey 


Mr. Andrews referred to a survey 
among 1,160 companies which he said 
proved that the coffee break can be 
made an asset if properly administered 
and regulated. Commented the 
NOMA president: 

“Some of these companies had cof- 
fee served deskside, as Mutual does; 
some permitted employees to take 
their breaks in company cafeterias or 
snack bars. Some used other methods, 
but all of them had one thing in com- 
mon: the rigidly enforced regulations 
governing the number of daily breaks 
and the ten or fifteen minute 
limit for such breaks. 

“As to the benefits that these com- 
panies noted as a result well- 
handled coffee breaks, the survey 
(conducted by Fact Finders, Inc.) 
got these replies from the manage- 
ments: 82 per cent noted a reduction 
in worker fatigue; 75 per cent report- 
ed improved employee morale; 62 per 
cent said the productivity of the work- 
ers was increased; 32 per cent noted 


time 


oI 
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Good office f 


GOOD metal business 
furniture is a 
GOOD investment 


oe 


urniture is like good factory tools 


HAT GOOD TOOLS are the most 

effective means for increasing 
productivity has long been recog- 
nized in American factories. Accept- 
ance of this principle has enabled 
our industrial system to become the 
most productive the world has ever 
known. That this same relationship 
exists between tools and productivity 
in offices is often overlooked. 


Yet the increasing cost of operating 
an office today —due to higher sala- 
ries and a greater proportion of office 
workers to production workers— 
makes the use of good office tools 
more profitable than ever before. 


Super-Filer, the mechanized file, 
Goodform aluminum chairs, correct- 
ly adjusted to each user, and Mode- 
Maker desks, fitted for specific jobs, 
just naturally result in more work 
by employees with no more effort. 


GF metal business furniture not only 
increases productivity. It brings 


@©GF Co. 1953 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT - GF STEEL SHELVING 


April, 1953 


many other intangible but worth- 
while results, better employee morale, 
better human relations, increased 
customer and public prestige. 


It costs you at least $30,000 in salary, 
floor space, and overhead for each of 
your office employees over a 10-year 
period. Isn’t it a good investment to 
provide that employee with good 
office tools so as to get the greatest 
possible return on your $30,000? 
For only 1° to 2% of this fixed ex- 
pense per employee you can com- 
pletely re-equip your office with the 
finest metal business furniture and 
proper decorative surroundings. And 
it will pay for itself quickly in 
increased productivity alone. 


Get the facts and decide for yourself 
whether good metal business furni- 
ture would be a good investment for 
you. Call your local GF distributor or 
write The General Fireproofing Com- 
pany. Dept.0-16. Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 
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a reduction in accidents; and 21 per ourput, and to promote efficiency and 


Urging a study of coffee breaks in 
cent said that labor turnover was re- economy in the conduct of city busi- business before eliminating it in gov- 
duced after the coffee break was in- ness. After several months of obser- ernment offices, Mr. Andrews con- 
stalled.” vation, it certainly seems to be work- cluded, “Business and industry have 

Mr. Andrews said that there was ing out that way.” learned that this brief respite from 
also evidence—at local levels—that the Mr. Andrews also pointed to San work can do so much for productivity 
properly regulated coffee break was Francisco where a coffee room has and morale. It would seem hasty tor 
beneticial as well to public servants, been set up in City Hall for the use Washington to abolish it without first 
and to the governments which em of municipal employees for coffee attempting to remodel the govern 
ploy them. breaks. He said that Max Funk, ad ment’s version along the lines that 

Last fall the city of Los Angeles ministrative assistant to the mavor, have made the coffee break a worth- 
adopted an ordinance establishing the had reported, “The plan keeps the while production tool in the thousands 
regulated coffee break to replace the employees in the building where they 


of civilian offices and factories.” 


wasteful “coffee sneak,” Mr. \ndrews are readily available. Before the cof- 

said. He quoted Samuel lecask Jr., fee break was placed on a_business- 

municipal administrative oiticer, as like basis employees were sometimes OBSOLETE RECORDS WASTE 

saying: “The purpose of making the — gone a half-hour or longer ... and it MORE THAN $300,000,000 
break 


coffee 


legal and regulated in was difficult to locate them in an ANNUALLY: EMMET LEAHY 
Los Angeles to 


was increase work emergency.” 


=— , Obsolete records are costing Amer- 

oe ican business and industry more than 
$300,000,000 annually in waste, accord 
ing to Emmet J. Leahy, president of 
National Records Management Coun- 
cil. Mr. Leahy, who directed the 
Hoover Commission Task Force on 
Records Management, said 95 per cent 
of all corporate paperwork that is 
filed is never referred to again. At 
present, he stated, the nation’s busi- 
ness files, a mixture of both vital and 
irrelevant records, are jammed with 
one trillion pieces of paper, of which 
more than 400 billion pieces should 
be burned or sold as junk. 

Mr. Leahy predicted that the essen- 
tial records of U. S. business will be 
snowed under in an avalanche of mean- 
ingless paper unless remedial action is 
taken. His solution to the problem 

1. “Birth Control” on paperwork, to 
cut down the creation of unnecessary 
records. 

2. Destruction, or sale as waste pa- 
per, of 40 per cent of the records now 
on file. 


——ny 


M3504 |, 


: 3. Division of the remaining 60 per 
cent between on-the-premise current 
“Boss, you ought to see what Sloane's did for the office next door.” files and new type archives centers, 
, | Where documents are stored but made 
| readily accessible. 

Study by the National Records 
9 ‘ nae Management Council has revealed, 
222800 Sloane S ... Business furnishings of Mr. Leahy asserted, that five to eight 
distinction pay handsome dividends. When you “let Sloane’s do it” you cubic feet of records are kept by busi- 
a ace , theta: | . ness for every person employed and 
get distinction plus these extra dividends: expert planning, that records occupy annually $150, 
specialized furnishings “know-how”, the economy of mighty purchasing 000,000 worth of office space and be- 
i ‘ tween $150,000,000 and $250,000,000 

power. You pay no more, you just get more. It will pay you to : = 


worth of storage space. 
discuss your plans—immediate or future—with Sloane’s. Contrary to popular supposition, he 


pointed out, government agencies, of- 


ten accused of bureancratic procedures, 


are responsible for only five per cent 
of the national dollar total being wast- 
ed in filing worthless documents. 


business furnishings department 
contract division 


“I SLOAN E Monroe Cuts Price 


FIFTH AVENUE AT 47TH ST. Plaza 5-5600 | Of Several Models 


NEW YORK 17, N. Y. Monroe Calculating Machine Co., 
| Orange, N. J., announced recently a 
over a century of furnishing $50.50 drop in the price of its model 


LA 5-160 calculator. Downward price 
adjustments were also made on other 
calculators in its “L” line, Monroe 
said, and on two adding machine 
models. 


America’s homes and offices 


ARCHITECTS AND BUILDERS INVITED 
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OUNTING REPORTS GET OUT FASTER 
e—~ WITH OZALID! 


Constant data written once! Variables added 


by different offices simultaneously! No errors! 


No rewriting! Copies distributed immediately! 


SAVE TIME, MONEY ON ACCOUNTING REPORTS! 
USE THIS OZALID SHORT CUT! 


Send out OZALID “duplicate originals’* (containing 
constant data) to departments, branches, field offices. 
Step eliminates recopying constant data 


Have reports completed (filled in with variable data) 
returned to main office for reproduction with OZALID 
and distribution to management. 


‘Silt 
Step eliminates rewriting errors aS 
< o iT 
To make one consolidated report, strip in variable 
data from several reports onto a translucent original. 
Feed “composite” into OZALID machine for copies. 
Step eliminates copying from separate reports 
Ss 
¥ 
oa 


*Copte s of ortginal 


on translucent paper 


The streamlined desk top Ozamatic 


makes copies up to 16” wide for account- - hey a 
: =< a 
ing reports, invoices, purchase orders and | OZALID — * 
other business forms from ordinary trans- oe Neral Portas OM.-2 “- ts 
a he a ' . in cy 
lucent originals. First copies are available | a City. Na. ™ m Corp i 
‘ cen y ~ 
in seconds, or up to 1,000 letter-size copies r woe aon n: Please 5 oe ! 
ation “n 
per hour at a cost of about 1!2¢ each. Machine. abour Your" O24; salt in. | 
+ ° - ATI - 
Send the coupon for full details, or call Name 
the Ozalid distributor listed in the classi- C ] 
- * -O) 2 
fied section of your phone book under ™Pany | 
Duplicating Equipment and Supplies. Position 
City | 2 
€ heck s 
the » An 
ie oa. ee a. to af G "4 
ut Copy os, 
a .use a ; 
Johnson City, N. Y. A Division of General Aniline & Film Corp. "From Research to Reality. — 


Ozalid in Canada—Hughes Owens Company, Montreal 
April, 1953 OFFICE MANAGEMENT AND EQUIPMENT 11 
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N. Y. OFFICE TO HAVE 
BUILT-IN LIVING QUARTERS 
FOR VISITING EXECUTIVES 


A unique arrangement whereby visit- 
ing executives can be accommodated in 
private living quarters directly above 
offices in which they have dealings, is 
planned for Storer House, the newly 
acquired New York offices of Storer 
Sroadcasting Co. The five-story struc- 
ture, at 118 E. 57th St., will have its 
first two floors used for executive 
offices, while its top three floors will 
house the executive suites. Michael 
Saphier Associates, a New York archi- 
tectural firm, is in charge of altera- 
tions. 

Storer’s unusual office-“home” ar- 
rangement, explained one Saphier ofti- 
cial, results from “the nature of their 
business.” With executives from Stor- 
er’s seven radio and four television sta- 


tions making periodic trips to New 
York, it was felt that handy living 
space would prove an “all ’round con- 
venience,” he said. Storer House is be- 


Shise up to of your [foot space! 


BF .-4 


. 
Settee 


, the ; 
Ywitouutioner 


“Four-in-One" 


MORE DESK ROOM. Saves 14 to 31% 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


meee 


a 


One of several possible 
desk arrangements 
with the new “ Four- 
in-One”’ Desk Unitizer. 


Desk Unitize 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 
shelves match all desks. Easily in- 
stalled without harm to furniture. 


USED BY LEADING CONCERNS torelieve 
crowded office conditions and keep 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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Architect’s drawing of reception area for Storer House 


lieved to be alone among large com- 
mercial establishments in its inclusion 
of private quarters. A number of for- 
eign legations already have such an ar- 
rangement, it was explained. 

The Storer chain of radio and televi- 
sion stations extends to Detroit, Tole- 
do, Cincinnati, San Antonio, Miami, 
Wheeling, and Fairmont (W. Va.). 


BOOKS AND PAMPHLETS 


NINE folders describing products and 
services were released recently by 
Remington Rand Inc., 315 Fourth Ave., 
New York. Available at no cost, they 
are: 

Folder BSD-3-R-1, an illustrated de- 
scription of Remington Rand’s con- 
tinuous microfilm enlargement service, 
defined by the firm as “a convenient 
means to restore, on paper, any or all 
of a microfilm file.” 

Folder LL225, which sets forth the 
features of Remington Rand Sales- 
master sales presentation binders. 

Folder P334.1, a description of the 
firm’s Transcopy photocopying meth- 
od, which is said to produce “positive 
copies of any office record regardless 
of type or color.” 

Folder RE-516, an explanation of 
Remington Rand’s “better education 
advancement” program for supplying 
those business schools that require bat- 
teries of electric typewriters to train 
students in the operation of these ma- 
chines. 

Folder SC-728, subtitled “Certified 
Fire Protection,” which points out the 
vital need for preserving important 
business records, and indicates how this 
can be achieved with Remington Rand 
vault doors which are certified by Un- 
derwriters’ Laboratories and the Safe 
Manufacturers National Association. 

Folder SN-815, a case history of ac- 
counting machine procedures at the 
Royal Metal Mfg. Co., Chicago. 

Folder X1339A, an analysis of offset 
copy preparation utilizing Remington 
Rand direct image and photographic 
Plastiplates on carbon ribbon Electri- 
conomy typewriters. 

Folder RN-8435.1, a description of 
features found on the Remington noise- 
less typewriter—such as the removable 
platen, the “finger-fit” keys, and the 
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“l'll ‘file’ this one 
right here!” 


‘In my opinion, the wastebasket is the only place for a sloppy 
sales letter on a poor grade of paper. Knowing my own 
reaction to a letter like that, I make sure every letter that 
leaves my office is neat and attractive, makes the good 
impression that helps assure reading. Hammermill Bond, 

I’ve found, helps create such a favorable impression. 

It has excellent brightness and plenty of snap and crackle, 

takes typing and writing well. Economical, too. I use it 

for both letterheads and forms.” 


IT PAYS TO DO BUSINESS 
ON HAMMERMILL PAPERS 


Your printer can help you design prestige-winning letterheads 
and efficient forms. He’ll smile agreement when you suggest 
Hammermill Bond, for like thousands of printers he 
knows it runs well and produces good-looking 9 -—-—;-—x==—mt 
printing. To obtain business printing on 
Hammermill papers, look for the Guild 
Jw.» Sign in a printer’s window. Let it be 
cy your guide to printing satisfaction. 


\ 


e 
AAMMER MM) 
BOND 


Hammermill Paper Company 
1471 East Lake Road, Erie 6, Pennsylvania 


Please send me FREE The Working Kit of 
HAMMERMILL BOND. 


Name 


Position 


Please attach to, or write on, your business letterhead. OM-Aor 
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WORKING “WALLS 


1, PIERS IPE SFE Pp 


5 
CMD 


“PEG-BOARD” perforated panels become working walls when used with matching 
“PEG-BOARD” hanging fixtures... file folder racks, shelf brackets, hooks, magazine 
racks, etc....all instantly interchangeable without screws, nails or tools of any kind. 


*“PEG-BOARD” equipment adds space and efficiency to an office, because it takes 
objects off the floor or desks and arranges them neatly on the wall. Panels are 
available in several sizes — take paint wonderfully. Be sure to include ‘“PEG-BOARD" 
panels and hanging fixtures in your office modernization plans. 


WRITE TODAY 


for complete descriptive literature, 
sample kit, prices and name of your 
nearest distributor. 


Copyright 1959 B. B. BUTLER MFG. CO., INC. 3160 Randolph St., Bellwood, Ill. | 
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pressure dial for accommodating car- 
bons. 

Folder RE80505B-R-1, subtitled 
“For Beautiful Pictures of Words,” 
which presents samples of the seven 
type faces available on Electri-conomy 
typewriters. 


WHAT characterizes the “top brass” 
of American business? What kind of 
men are running the large, well man- 
aged companies of today? Where do 
they live? Where did they go to 
school? How much do they make? 

In Leaders of Excellent Manage- 
ments, a study just released by the 
American Institute of Management, 
approximately 2,000 such presidents 
and directors sit for their collective 
statistical portrait. Here, in concise 
tabulations, are summarized the back- 
grounds, salaries, and business and so- 
cial activities of these top officers of 
the nation’s “excellently managed 
companies”—as AIM phrases it. 

The survey was undertaken, the as- 
sociation says, “in the conviction that 
no single group of men will influence 
the course of American management 
more than [these] directors, presi- 
dents, and executive officers.” 

The study disclosed, for one thing, 
that the average director is 65 years 
old, while the average president is 
some five or ten years younger. Here 
is a tabulation, by age groups, of 1,722 
directors surveyed by AIM: 


Age 
Group Number Percentage 
30-39 19 1.1% 
40-49 163 9.4 
50-59 454 26.3 
60-69 692 40.2 
70-79 316 18.3 
80-89 ba | 4.5 
90-99 1 06 


The 204 presidents surveyed lined 
up like this: 


Age 
Group Number Percentage 
30-39 : 
40-49 32 15% 
50-59 82 40 
60-69 vo 37 
70-79 14 7 
80-89 1 Vy 


The association next compared the 
birthplaces of top company officials 
with their present places of residence. 
It found, generally, “a movement of 
directors from the more rural sections 
to the centers of finance and manage- 
ment in the Middle Atlantic and Pa- 
cific states, and a tendency to stability 
in the two areas where much of the 
actual industrial production is done 
South Atlantic and East North Cent 
ral.” 

Here is AIM’s comparison oi birth- 
place and present residence: 


Present 
Geographical Birth- Resi- 
rea place dence 
New England....... 12% 11% 
South Atlantic...... 8 8 
Middle Atlantic.... 27 41 


(To page 16) 
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Stick with Blue lab 


TEXCEL 


CELLOPHANE TAPE 


INDUSTRIAL TAPE CORPORATION... .NEW BRUNSWICK, NEW JERSEY 
April, 1953 OFFICE MANAGEMENT AND EQUIPMENT 


a re. GR’ | = —-- eo ok — '- (i Pe i oot tid or) See 
‘ a .*. r ae cl geet oe er = | ry. i q ad git 
ae <a a : : i. > os a. | coe a &< A Sy ieee a. 2 = eae a] : oi © % 
a ea te Tey . 2 Se - : » 2 - a! Sif. oa 2 eee es. mee tt). .. ly wea 
ee f Pa . ; Pi ¢ > io ss tas 
Sg 
igs 
a: ae 
a « 
t i . & 
k a=. sf Sere yo Sara ae 3 cl - a oa Fae 
— eer 2 ig eee wh 3, EU. ait Gls eae Be acti a4, | Artin \ eS all : ‘ “ 
En, ee _ eee oe ee ERs £ pate 5. eee ah ae 7 a ie ae “— x 
4 es se ag es ae eee + Fah 
s a ore ee a Oe R keg es ee ee af Said 4 aaa i ei $ hy i ys vs 
% 4) Payee. i oe ’ eae ae: = ae eee hi ees A ae “ae 
a Mee I ae a Tee’ 2 
a ae . fe: jaa S : Se: 7 > oe > en ad at f a 
: - & Ge oS l aa Bae sce cs i | he o> eee 
J i oS ae . ay 7 ae . =. ss ” re it a ay 
i ns eS ui Cre ‘eS BH che. - a, ‘ are Wes 
§ ee... ee eae Se nn is hig 
j se Sin te te mE ig gl Me's - ae sid . : aa 
. Ags" a a a i? eae . ie a ig i 
‘ Mey el ae ‘ ee a ae os ae “Ed gt 
‘. hy =. Se ny Mier yet < OS aes he f ce | 
fos a a > Ae ae, [ eee ot ‘ihe ' “’ Whee J : 
F te “% y in a ee ie i . iaie RG of 
Ss RAB er ar Sot & 5 eae ae ere | ee ic 4 q 
: eee Lae. ee Re the lege 2 eta rt oe ee ; wl q 
Cheers Ae Te at iS ae a: ie mt 
7 . <p, Se be me * ben. Pog | bo ‘ +b 
: A an ~ i : F Be s BS ie ge : «eee 
ate vik ‘4 ~~ a - = YG rig is : a 
ee Shae j ee Hr 
me SP RS ‘ » 4 4S ese ae 
: Do ga ys ‘ om < 4 «Saas by “ aak 
: ee se. Se rh p q « a Sew ; A 
les Pa ee <% < be at efit 4 We : : rd Poa 
peer a Fae ee ‘ ar vice , a mt 
j ae es ep ae i ea ee 
4 ir aes - he i Ae t $ * i: ii 
a + ae LeS ‘ _ a ole wae hry 
i Me oy: ss aoe . iad 4 ev “a . 7 . = be “ in ae 
tit x cee coats ¢ A pa rack 
Ree inna ee es 7 aa i rs 
: a he “4 sf, ae \ ¢~ ¢h Pee ee t a . 
a eH =e Se \ 
wee : ga % q a a NS if 
Ny } ; eee } .; ‘ ms Ah 
i , me A tae A % wt 2 &, y § j 2 
- Mg me - P ; ot ay an 
ig: J 9 ge oa § 5 ma? : oe 
: eae e*. 5 é . Ra ak ey : 
; ed pe sige th , ; es: ee Ar 
| Ren aay Ps eee] on ge . 
i Fs i Sra rae ; oul. 3 3 ar 
5 ee he “S » : re 
+ — & hl ie a a4 r met 
¥ ae eS feb M, 4 phe 
oe ; Se > ee r a - 
: . = . f ‘eae Kin re , sage 
; "eg eee i 4 oe ies) b, vat % Re 
r q , Shae yrs ins 4 Loan 4 ‘ B a im 
— : sag, ey, Ca ae « a ; Qa 
SR ee ae oh Tor ae ee ; ve ie 
a Sie 3 xe: a i era” "i ae: a y > 
a i. : ey = cae a Ne oe ate oF 
% _ ae a a. et he a y oar : } 
Aen - & ay Lae a ae = igh Bs ia ig tae 
: 4 a i : : mT Peasy Wants ae ee ee ft 
> ~~ a x - ae! Be te: ok gee Ce Atars. 's corns alGy $f 
e ¥ ea 3 . : - Ah ee aie ta on 3 Me Sek Bey con ed _ 5 
f Hrh* = Pi i it Das i hai ¥ cs j re 
ee? ——_ ° i ee ioe aoe et hee |, ae te rie 
ae j <4 a. | ‘a if Pu CG ani ae aah} » $ - i 
‘ie sale ig f : Bie): tee te Pia: . iF ‘ Dhl he = seats m4 fae is a) ae 
¥ De ae 4 "7 5 an Nd fee nee ore ree ie et al 4 a 
Mite Oe, * 52 i) i) 3 th Beta i ae eps | oe Ba Ppa eA 
; —_— = * a gee ioe | lw eo Oe Po pee eee & 4 ai: ee a 
oF. m Pike a Pia aal 7 * i ne hee eh betes & i Ss ‘lp 
E | ety. 4 ne.) Mes 2 “ih Le uted Ae 8 as SyieeeMie D - cte wie igs 5 y J 4 ee 
a. a Ee ay } Sue vee Ee \Npeaeareaiewrs 5. ata oc: ee : 5 
‘ 2 a 7S atk. age ere] ~. 4 a ete eee yi a Ag eS es : a ui stg 5% 7 i 4 
& i a bic. ae , ba peat Bee: aie he 1 fe I eel «aa ¢ ¥ Cis igike: Cay | 4 f 
iy ee eC ie nt aes ‘Sar Aang) ie ee at aehes, the ; 
. o— : > F a a: ot em nee ; cae (ae wed ahi, Tae, (eas hae A'S 
q peme 4 P et ee i | eee. Re Sohiiesyameeretioee” a! ae : Tig : ie Ets 4 at? we 
e q d Neg Mi eee o* eae eaeeay Pa * Se <i 7 ge cy ej a ir 3 2 Hg af Bhs a Pa 
Oyler s ee Y Ba ofa ae Eh, tg Be td a ie a L nae pias : obey no 
. ex” oes i : a hi ‘Saat: (gees ; ee “t &o '’ .: ies P 
ak i ees = a ae: a. ee Sa Waa i oe i! Aa Y al 5 
: Red 2 Se he : ae f - ia Vee > a) a Vy 4 as H % 
} * Shi eat ai 7 4 et 1 Pater ee >) a Plt eh . soil 3 Y a Bos 5 
; . es Bakr ih WAP Ger oe EE ae Didmo T coc! oe bt g WiiWare for 7 
ie A d ee ie el ee Seg Semee 2 ari Pell, 2h 
Pre te 4 Renee ral eto Ee Se "gaa eae we ae " ; oo 2 
ue F - | ree bag: a ee eT ce ot Pia! a 
; fe caer oH ee edocs pS A vig E a ie og ‘es Re aes: ; 
, >. ae > Fees eae eae ‘ i 1S) Se x Daa Te z 
ay, Bie “iy: ae = Pond — _ REN a ae Weil saree bs ave 
Wie 9 7 ent, ma. SS ae Me ok ie Rr ig ue f fe orn 
‘3%, “ae : 4 we ee mS ea ‘ or. ‘item, rel 
bidet es Se ee eS | a i i os, TO ge a: “ars nae ae d . ‘tae 
Pe, ee = . Sa a ee eee . ae 
be ie es ) i 
7 . a ts > 
p 4 % 
Pp ie 
Ae 
Pi 
De 
Paha 
te ire Ji 
5 ah>e 
e 
¥ ‘ ’ L 
ae j 
3 eet 
re Be , fet 
rap 
Te? 
; Oe 
PO =e 
pe, 
7 =A 
ieee 
43 ‘ 
Dean's © 
Oe) 
ee 15 Licely 
pe 
ees 
= iy if 
oa 
, “ _ 7 q 7 i ze 7 ia -i¢,! FAs ee i Ph. aia -3. 90 * 
PS or = Ae a a: Be | ~ SaeC Qit ; pay a ae Bee SD ef 
Bs ; aaa : an Jae ee er. oat | “ae eae ; x. 
. i > A 4 Pam, = See” OS at ad cy se! = ie Coit Mie af ‘ 5 ‘ 
het ae ey F a — ie eee ie 4 = eng Ce ee a St y ee) a 
1 oe 4 a ae aa 7 a rs ba. Vs “a 7 


et e 


oo 


16 


tr PEN 
that FILLS 
ITSELF 


A new kind of desk pen— 
with the fountain in the base instead 
of the pen. Pen instantly fills 
itself every time you return 
it to the socket. 


Finger grip never touches 
ink. No chance for ink to 
touch you. 


TO SELECT OR REPLACE 
.+» HERE'S ALL YOU DO 


~~ . 
—_— — 
_— —_ 
_- 


Fountain base “‘ink-locked”’ 
against accidental spillage. 
Only the pen unlocks the ink 
—pen writes 300 words or 
more without re-dipping. 


Fountain base holds 40 times 
more ink than ordinary foun- 
tain pen. Won't leak. Won't 
flood. Easy to clean as a 
saucer. 


Ask your stationer 
for a demonstration 


CHOOSE the right point for 


the way you write—by number Only a few of the 


more popular point 
styles shown 


Gsterbrook 


COPYRIGHT 1953, 
THE ESTERBROOK 
PEN COMPANY 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 


THE ESTERBROOK PEN COMPANY OF CANADA, LTD., 92 FLEET ST., EAST; TORONTO, ONTARIO | 
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(Continued) 
. Present 
Geographical Birth- Resi- 
Area place dence 
East North Central... 26 26 
East South Central... 3 9 
West North Central. 9 2 
West South Central. 3 2 
Mountain.......... 2 1 
eee 5 7 
Foreign... .. 5 1.1 


As for education, the “big three’— 
Yale, Harvard, and Princeton—still 
turn out the most business leaders, the 
study disclosed, but, conversely, a 
much larger total “have come quietly 
from smaller colleges.” The number 
of directors attending each of the lead- 
ing colleges is shown below: 


No. No. 
At- At- 
College tended College tended 
Yale..... 225 New York 
Harvard 193 Univ... 20 
Princeton. 108 Dartmouth 18 
Cornell 63 Stanford... 17 
Univ. of Univ. of 
Mich 44 Chicago 16 
Univ. of Amherst.. 16 
Penn 39 Univ. of 
Mass. Ins. ai... 2 
of Tech 39 Duke. . 7 
niv. of Syracuse 5 
Calif 38 Misc..... 460 
Columbia 37 
Univ. of No college 
Wisc 31 reported 535 


How much do presidents and direc- 
tors make? And which companies pay 
their leaders the most? Salary figures, 
industry-by-industry, show a “general 
evenness of pay,” the association said. 
A comparison by company size, how- 


indicates that, with one 


ever, excep- 
tion, “the larger the company the 
higher they pay their officers.” 
Salaries industry-by-industry: 
Remun- Remun- 
eration eration 
of Chair- of Presi- 
man dent 
All companies... $112,188 $124,162 
Food products and 
processing 120,809 110,406 
Manufacturers 108,908 132,026 
Stores—dept., chain 
Itd., variety 88,130 109,001 
Bldg. and construc- 
tion materials. 95,330 84,444 
ee . 126,932 129,419 
Chemicals & drugs 110,775 152,917 
Mining & metals.. 160,846 143,454 
Banks & ins. co... wares 903,359 
Utilities... . ; 58,201 79,224 
Miscellaneous 101,737 105,507 


Salaries according to company size: 
« 


eration eration 
of Chair- of Presi- 
man dent 


All companies... $112,188 $124,162 


$1-49 million.... 76,520 91,965 
$50-99 million 105,712 110,492 
$100-199 million. 103,755 117,375 
$200-299 million. 142,232 143,658 
$300-399 million. 159,293 183,981 
$400-999 million. 138,281 161,646 
Over $1 billion... 154,517 241,054 


business leaders in 
(To page 64) 


Membership by 


April, 1953 


Be 4 : Pe =e : 
re 
| si LL NTR A 
a 7 . 
Bad | 
ef 
iP t 
rr 
7. 
; ee 
= | 
hea 7 
= , a 
Mey Aa, / | 
tl A Y 
ie YW 
A yy | 
A Aig x ) han | | 
oe f : ay = i mL 
| * a ‘ 5 ; 
7 Ss, ‘ ‘ 
a a ? oC’ — =. 
q - C ff \ =s = ’ an —— 4 \ 
= * eS 
ss . wie a4 . 3S 4 
8 -» a ~S ZZ A 4 
ae < . jp 
aS SC Z7 
| 3 c SS& eS —AZZ g Zi 
By. + SSS SE \X¥—BO 
¢. On ——— — 
B.'s " “a 
1: oe ’ 
ee + pont 
fi 
E hg a _ 
a 
fet a ge be 
a = we oe 
ae. 
ee eee 
3 QB 
Pn), “~ 
ee | 
597 | 
aN 
Bo ue 
a g pes 4 ' a ag eu) = , a i ay ; ee a a - oe yar = pe F, a . 7 Hi F 
a ba a =606)| | aw: h eee 


< How nue KEYSTONE anvitts 
Ur o. cup of, cof foe, ¢ 


Since 1906, The Keystone Automobile Club has been 
“The Motorist’s Friend’’, solving every travel problem 
from routes to road service. Convenient, thorough service 
by an alert, courteous staff has made KAC one of the 
outstanding automobile clubs of America. 


KAC personnel have a friendly cup of Kwik-Kafé 
Coffee at hand to make their jobs easier. Like thousands 
of other progressive business and industrial organiza- 
tions, KAC employs efficient, streamlined Rudd-Melikian 
automatic coffee dispensers to supply on-the-job coffee. 
Employee morale and efficiency are increased, absentee- 
ism and turnover reduced, with stimulating Kwik-Kafé 
real Coffee readily available. 


Whatever your business, compare the advantages of 
Rudd-Melikian automatic coffee service with inefficient 
outmoded methods. Whatever your business, R-M_ pro- 
vides the business-like answer to your coffee problem. 


PROFIT BY MODERN ON-THE-SPOT 
AUTOMATIC COFFEE SERVICE 
RUDD-MELIKIAN, Inc. 


MANUFACTURER OF THE WORLD'S MOST COMPLETE 


Eliminate the mess and 
waste of dangerous, 


LINE OF AUTOMATIC COFFEE DISPENSING EQUIPMENT 
old-fashioned methods. 


1949 NORTH HOWARD STREET 
— . PHILADELPHIA 22, PA. 
Eliminate expensive, 


time-consuming _ inter- 


ruptions to production. 


SEND FOR FREE INFORMATIVE LITERATURE 


p------o-rn------------- 


Eliminate cost and in- ; 


convenience of out-for- 
coffee trips and de- 


mands on personnel. SCHOOL 


RUDD-MELIKIAN, Inc. 


1949 North Howard Street 
Philadelphia 22, Pa. 


Please send me informative literature. 


Please have your local R-M representative 
contact me for an appointment to make 
recommendations for R-M automatic coffee 
service to meet our requirements. 


Dept. OM 4 


Name 
Tith 
Company 


Address 


4 ] Cit Zone State = 
/ 
Ce ee ce ce ee ee ee ee ee ee ee ee ee ee ee es 


WieTver your Cusinass, effi ia 0 Tol of your Trade 
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Wheels 


Bigelow Cushionlok Carpet absorbs up to 90% 
of floor noise... deadens other noise, too! 


Bigelow’s Cushionlok is the only acoustical treatment that fights noise 
both ways. It absorbs up to 90% of the noises created by footsteps, 
moving furniture, etc. And it hushes the clatter of echoed noises, too. 


: i , ; : ba 
This good -looking, long-wearing carpet absorbs noise so effectively 3 | e | Ow 
that often no further acoustical treatment is necessary. Gg 
Easy Installation! Cushionlok requires no cushion lining—the rubber 


= 
cushion is built-in. It can be cut in any shape, matched, pieced Cush ionlok 


and even re-laid. 


Easy maintenance! Aside from regular vacuuming, Cushionlok needs Ca rpet 
professional cleaning about once a year. Compare this thrifty 


maintenance with floors that require sweeping, washing and waxing. For Better Acoustics 


Send for a sample of Cushionlok. Write on your business stationery 
to Dept.AA,140 Madison Avenue, New York 16, N.Y. 
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EDITORIAL 


POWER OF EARLY PRAISE 


WHO NEEDS TO BE TOLD that praise is one of the most powerful of 
incentives? But who pays much attention to the highly important matter of when 
and how praise is to be bestowed? 


Commendation for jobs well done is a fundamental part of the routine of every 
office personnel program, but employers keep on complaining of the way people 
drift from office to office even when no particular financial or other special induce- 
ment is involved. This instability is most evident in young people beginning office 
work—the very people whose lovalty and latent ability the office must have if it 
is to live and grow. 

Could it be that these beginners are hungry for the recognition that any praise 
implies? New on the job, apprehensive of the effect of making a mistake, and often 
ignored until they do make a mistake—some definite assurance that they are doing 
all right might make all the difference in the world to them so far as their opinion 
of that ofhce as a place to work is concerned. 


In the crucial first few weeks of their employment, a pat on the shoulder or a 
casual word of praise from a colleague a little longer on the job than they are may 
well mean much more to them than a handshake from the big boss and a few more 
dollars on their pay-check a year later. Loyalty blooms quickly in the office where 
praise is early and generous. 
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The Katharine Gibbs School stresses academic and liberal arts subjects . . . 


IT’S THE EXTRAS THAT MAKE THE DIFFERENCE 


In training secretaries for blue-chip offices — 


By ROBERT M. SMITH 


PFHE YOUNG WOMAN sitting across the desk will 
be poised and gracious—in a businesslike wav. She will 
wear a hat—a becoming one—and gloves. She will 
be well-groomed—quictly well-dressed in conservative 
colors if your office is a bank or a brokerage house, 
wearing slightly more colorful clothes if your office is 
in an advertising firm, a magazine publisher's, a large 
department store. Her voice, when she speaks—and 
she will speak briefly, and to the point—will be low 
and pleasant. 

She will be applying for a job as a secretary or 
stenographer. 

Even as she answers the questions of her prospective 
employer, or asks her own, other unspoken questions 
will be in her mind concerning the man across the 
desk: 

“Does he want me to volunteer opinions? Is he 
methodical or impulsive? Will he want his letters 


20 OFFICE MANAGEMENT AND EQUIPMENT 


edited by me, or will he expect no deviation from 
the way thev are dictated?” 

The questions are not part of a critical process, non 
will they necessarily affect the final decision on whether 
or not the job is just what the applicant wants. They 
are part of her training for any job she may take: 
“a good secretary has adaptability; she is to adjust 
herself to the personality of others, especially the 
emplover.” 

The young woman is neither a myth nor a mirage. 
Meticulously groomed, meticulously mannered, she 
will materialize in a great many offices in five cities 
across the country this spring. And even though she 
will be prepared to accept any individual idiosyncra- 
cies on the part of the executive interviewing her, 
she will have other criteria by which she decides 
whether or not she wants the job under discussion. 
Secretarial shortage or secretarial surplus, she can 
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... in addition to comprehensive training in traditional stenographic skills 


pick and choose, knowing that demand always out- 
runs supply as far as her services are concerned. 

The applicant will be one of the spring graduates 
of the Katherine Gibbs Schools in Boston, New York, 
Chicago, Providence, and Montclair, N. J. ‘The Gibbs 
schools are secretarial schools—but they bear about 
the same relationship to the run-ol-the-mill shorthand 
and typing training center as the Harvard Business 
School does to vesterday’s “commercial college.” Short- 
hand and typing are taught—to a degree of perfection- 
ism unknown in most schools: a girl who turns in a 
letter with one misspelled word receives a zero for 
the exercise—but the graduate of even the shortest 
course given at the school has also had instruction 
in advertising and public relations, banking and in- 
vestment, current events and Enelish. 

‘The two-vear course given by the school (the short 
course takes one academic vear) gives a still broader 
educational base for traditional secretarial — skills. 
Modern history and government, economics, and social 
problems, English composition and literature are 
given during the first vear on a college level, as well 
as some more traditional secretarial courses. The 
second year covers much the same subjects as the 
one year course, with work in psychology and income 
management added. 

How valuable do businesses find these qualities, and 
this wide general background for secretarial work? 
\re they irrelevant, unnecessary frills, or do they 
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KATHARINE GIBBS CURRICULUM 
One-Year Course 


Shorthand and Typing 
Secretarial Accounting 


Advertising and 

Public Relations 
Filing and Indexing Banking and Investments 
Spelling Current Events 


English Secretarial Procedure 


Two-Year Course 


FIRST YEAR SECOND YEAR 


Modern History and Shorthand and Typing 

Government Filing and Indexing 

Economics and 
Social Problems Spelling 

English Composition and 
Literature 


Secretarial Procedure 
Art, Music Appreciation Business Correspondence 
or Theater Arts 


Practical Psychology 
(selective) 


Advertising and 


Personal Assets Public Relations 


Word Study and Spelling 
Introduction to Shorthand 
Secretarial Accounting 


Current Events 


Income Management 


Course for College Women 


Shorthand and Typing 
Secretarial Accounting 


Business Correspondence and 
»Report Writing 

Filing and Indexing Business Orientation 

Spelling 
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actually increase the graduate’s usefulness in a_busi- 
ness office? 

The records of the placement offices serving Kath- 
arine Gibbs’ five schools leave no doubt as to the 
answer: blue chip concerns find the differences be- 
tween the Gibbs graduate and the average secretarial 
school graduate important enough to offer a greater 
number of jobs each year than the placement office 
can fill. The huge concerns that employ great masses 
of stenographers will often hire any available skilled 
girls from any source for pool work, but will attempt 
to hire Gibbs graduates as secretaries for key execu- 
tives, or for jobs which might develop beyond routine 
secretarial duties. If company regulations decree that 
every beginning stenographer must start at the same 
salary and at the same personnel level, the Gibbs 
graduate will usually be offered the first promotion 
within the group with which she entered. 

There is undoubtedly some element of snobbery in 
this, on the company’s part, but there is also an ele- 
ment of sound common sense. As an ofhcer in a Wall 
Street investment bank put it: 

“Wall Street doesn’t offer much future to a woman 
yet. But we managed to get two Katharine Gibbs 
girls in our office, as secretaries, and of course they 
just went ahead. They had a much better business 
education than the average run of secretaries we get. 
and a first-class general background; they could deal 
with any of our customers on the same social or pro- 
fessional level as the men in our office.”’ 

This intangible quality—which graduates of other 
schools may have, but which Katharine Gibbs grad- 


uates are almost certain to have—seems to be the key 
to the Gibbs schools’ success. Employers try to get 
Gibbs graduates, because they have learned there are 
certain inherent qualities the Gibbs graduate will 
probably have, just as certain law firms draw young 
lawyers from one or two top law schools, because 


they have learned the probabilities of getting pre- 
cisely the type of man they want are best among those 
schools’ graduates. 

Phe Gibbs attributes are no accident, but the re- 
sult of a definite philosophy of education within the 
schools, and of required preparation for the schools. 
The Katharine Gibbs catalog describes it this way: 

“The reasons underlying the cultural features of 
the Katharine Gibbs program are worthy of particu- 
lar interest by the farsighted student. A young 
woman's general education represents what she is; 
her technical training, what she can do. The further 
she progresses in her profession, the more important 
become those inner qualities of mind and character 
that denote a cultivated person.” 

That sums it up. Shorthand and typing are the 
mechanical techniques necessary for any secretary; 
the other attributes demanded for admission to the 
school or taught at the school are the qualities which 
the administration believes distinguish the top-grade 
secretary. 

These qualities are legion, and the wonder is that 
so few entering students are intimidated, for the staff 
visualizes the ideal secretary as a paragon combining 
more virtues than any human being should reason- 
ably be expected to have. ‘The school booklet, ‘““The 
Private Secretary,” lists among other recommenda- 
tions: 

“Being calm when the employer is excited, tactful 
and efhcient when outsiders are impatient or irrit- 
able. 

“Being able to take reprimands whether deserved 
or not. The secretary is the shock absorber of the 
office. 

“Being housekeeper of her employer's office. It is 
her responsibility to be there before he is, to see that 
the office is in order. The temperature is watched and 

(To page 51) 


A comprehensive five-city placement service is always avail- 
able to counsel students, new graduates, and alumnae. 
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FILE THIS SHEET UNDER 

NAME OF coMPANY or Person YAtlaud. Printing .Sampany. 
LOCATION. .sseereeseeeeeeese Ltt DULGD, PENNA... cece. 
ne. NEI. WAY. FO. FUE. CUNCMIAS. .cccccccececereeee [teat oe a tetee trom 


Many times there is in- 
formation in the body 
of a letter about some 
other company. In the 


Burrows Printing Co., 
Rutland Printing Co. is 
mentioned. Here is the 


mane oF COMPANY on PeRsoN. RWIICIZO.W.S.. Adin g. Canpany ee eS ee 


cross-reference may be 


a +  . aan made out in this way 
Tee: = >: ee enree ET 


OS Oe 


Sometimes a letter may 
contain more than one 
subject. A salesman 
may write in about the 
Craig Foundry and Atlas 
Products. Since’ one 
sheet of paper can be 
filed only one place at 
a time, the second pros- 
pects name is cross- 
referenced as shown 


Cross-references can mean the 
difference between office crises and— 


FILE THIS SHEET UNDER 
name oF company or person. Ata.§... haducts..! unpany. 
LOCATION. .+..eececeeeeee WIM CINVAtHy. .QRIO....ccccccsceee 


NAME OF COMPANY oR PERSON. OY ALY...F OY nly. company, 
LOCATION. ....ss+++000-ee ISYR(AN.,. QhIO. 
cn TE I 


-_ a te ee 


SEE 


FILES ANYONE CAN USE 


THE ALLEGED helplessness of business executives 
when they are required to perform some simple 
clerical function in the absence of their secretary or 
of other office employees is richly rewarding to car- 
toonists, and completely unprofitable to everyone 
else. Insult is added to injury in those cases where 
there is an element of truth in the boss's “helpless- 
ness.” 

The situation in which the executive most often 
finds himself forced to rely on his own resources is 
aiso precisely the one where he most often finds him- 
self completely confused—finding something in the 
files. 

If the filing in an office is done well, according to 
some simple, standard system, there is little difficulty 
in finding correspondence or papers relating to a par- 
ticular company, or particular subject. But suppose 
an individual is recalled, rather than the company 
which he represented. The trouble begins. All too 
often, everyone concerned goes on an endless search 
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through the files. guided by vague memories, intuition, 
and pure guesswork, 

\n adequate cross-reference system could and would 
eliminate this. And it is at precisely this point where 
many filing svstems break down: more filing troubles 
come from a lack of accurate cross-references than 
from any other cause. 

Just what are cross-references and what is there 
about them that makes a filing department more 
efhcient? 

Suppose that your invoices are filed according to 
the company which is to pay the bill, even if ship 
ment is made to a second company, and the shipping 
departnent is always wanting to know what company 
ordered a shipment that was returned, or a company 
calls up and wants to know when its shipment will 
arrive and nobody knows what was ordered or whe- 
ther anything was ordered at all. If “anyone can file,” 
why all this trouble? 

One secret. of course, is a cross-reference system 
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which marks the difference between someone who 
puts letters in file and one who can find what is in 
file. 

Half folders, with tabs, can be used to set up cross- 
references. On the half folder, will be: 

AMERICAN SPRING COMPANY 
SEE 
CENTURY THORN COMPANY 

Now your accounting department will have a record 
of the billing to American Spring Company and the 
shipping department, or the individual answering 
the long distance telephone call, will know that the 
shipment to the Century Thorn Company was ord- 
ered by the American Spring Company. 

Suppose that there is a book store under the name 
of Book Oasis, located in the ‘Triangle Department 
Store. The material is never complete, because part 
of it is filed under Book Oasis and part of it unde 
Triangle Department Store. Again a half folder, 
which, as with all of this type of cross-reference, can 
be moved up from year to year at transfer time, is 
made up 

PRIANGLE DEPARTMENT STORE 
SEE 
BOOK OASIS 

These same cross-references, which are made with 
the same color label each time set up, can be used when 
a company changes its name. It is also possible to 
have material for the company under the old name 
(which is now out of date), on the first line, and the 
new name listed below the SEE. In this case, it is 
wise to give the date and source of the change, as: 

ROGER BROTHERS 
SEE 
NEW MODE Their Letter 3-15-53 

On the folder containing the correspondence, ref- 

erence is also made. 
NEW MODE - 1953 
New York, New York 
FORMERLY—ROGER BROTHERS 

Sometimes a company operates under two or more 
names, at one time using one letterhead and at other 
times another letterhead. In some cases, the names 
other than the one at the top of the sheet will be in 


small type on the page. In other cases, the one name 
will be at the head of the page and the second name 
used as a signature. Often there will be no reference 
t> more than the one company name on the printed 
letterhead. In each of the cases mentioned, one name 
should be selected and all material filed there, with 
cross-references set up under the other names. Other- 
wise, there will always be material missing . . . mate- 
rial that will take evervone’s time, ruin dispositions 
and require people to say to a customer, “We have 
no record of your letter.” 

There will be many matters of temporary interest 
that can be taken care of by cross-reference sheets, 
that are filed just as miscellaneous correspondence 
would be filed, but are never charged out and never 
go out of file. Since these sheets may also be needed 
for more complete information the forms shown on 
page 23 can be used: 

The cross-reference sheet is to be filed in a different 
place than the place where the information is to be 
found. This sheet is a guide post to the letter. It 
just tells vou where to go to find the material. 

A few representative cases are: 

An individual is referred to frequently in a cus- 
tomer’s company. Cross-reference the individual name 
and file the material under the company name. The 
dictator may be more interested in the person than 
in the company now, but personnel changes, and 
this information may not continue to be good. 

Many times, there is information in the body of 
the letter about another company, whose name is 
not at the top of the page. Here again, is a source 
of a valuable cross-reference. Otherwise, if there is 
no cross-reference, valuable hours may be wasted for 
file department and other personnel and in the mean- 
time the dictator will be working himself up into a 
headache. 

A subject under discussion is important. The dic- 
tator may remember the subject, but not who wrote 
about it. Cross-reference under the subject and file 
under the name of the company. 

Conventions are at times thought of in terms of 
location and at times in terms of the name of the 
group holding the convention. File under the name 
of the convention or exhibit and cross-reference under 
location. 

Instead of having a SEE reference, where only the 
cross-reference is filed one place and the material is 
filed in another, there can be a SEE ALSO reference. 
The A company writes to your company for informa- 
tion. Your company writes to the B company for the 
answer and in turn writes back to the A company and 
passes on the information from the B company. On 
the letter from the A company one can write: 

See also letter to B Company 
On the B company letter, can be written: 
See also letter from A Company 

In no case should all these letters be stapled, as 
only the one on top is available for reference, and 
perhaps that is not the company whose letter you are 
looking for. If dates are added, it is even more help- 
ful as: See also letter to B company of 6-15-50. 

Other ideas will present themselves for this treat- 

(To page 71) 
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Leonard Lanzone, Casualty & Surety’s assistant to the 
treasurer, checks paper master before duplicating 


ee (Wh 


Casualty & Surety’s duplicating department, where xero- 
graphically prepared masters are run on a Multilith 


XEROGRAPHY SOLVED THEIR PROBLEM 


THE Association of Casualty and Surety Companies, 
New York, is a public service organization of capital 
stock insurance firms. It regularly distributes printed 
material to its member companies, important papers 
which include pertinent legislative bills, government 
directives, newspaper and magazine clippings, clear- 
ing house statements, multi-page reports, and engi- 
neering and technical articles. With these vast dupli- 
cation functions, it is faced continually with the prob- 
lem of turning out quality work quickly and, above 
all, cheaply. 

In the past the association tried several duplication 
methods—all with only moderate success. Recently 
however, it converted to the xerographic process. It 
found that this method, marketed by Haloid Co., 
suited its individual needs best. 

Because xerography permits the transference of 
original material directly to a paper offset master, the 
organization realized that typing and_ proofreading 
time could be cut substantially. According to Leon- 
ard C. Lanzone, assistant to the treasurer, these tasks 
have been reduced a good 7o per cent. 

Then too, explained Mr. Lanzone, paper offset 
masters can be prepared in less than three minutes. 
“We now have greater control over what we dupli- 
cate,” he said, “since no original material leaves our 
office.” 

The association reported recently that it saved 
“hundreds of dollars” by using xerography on a spe- 
cial 100-page traffic engineer's technical notebook it 
issued. 

“We also cut costs on workshop reports which 
we send out from time to time,” Mr. Lanzone said. 
“These reports often contain as many as 8o pages. 

“We have found that the entire service to our mem- 
ber companies has been speeded,” he concluded. “Key 
people get needed reports much more quickly.” 
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HOW XEROGRAPHY WORKS 


1. Surface of specially coate 

electrically charged as it 

2. Shows coating of plate che d 

electricity. 3. Copy (E) is projected 

in camera. Plus marks sho rojected imag 
with positive charges. Positwe charges 
appear in areas exposed to light as shown 
white space. 4. A negatively ch arged por 
adheres to positively charged image. 3 
powder treatment (Fig. 4) a sheet of paper is 
placed over plate and receives positive charge. 
6. Positively charged paper attracts powder from 
plate forming direct positive image. 7. Print 
1s heated for a few seconds to fuse powder and 
form permanent print. 
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Part Two: 


Typical “Rush Hour” scene in New York’s subway system 


YOUR NEXT OFFICE: DOWNTOWN... 


By J. CLYDESDALE CUSHMAN 


EXPRESS 
GRAND 


President, Cushman and Wakefield, Inc. 


A MOST ‘TIMELY and powerful argument against 
moving offices to the suburbs, was published on Satur- 
day, January 10th, in the New York World-Telegram 
& Sun. A six-column heading in bold, scarehead type, 
and the article below it, read, in part, as follows: 


ICE STORM KO's SUBURBS 
HEAT AND LIGHTS CUT OFF 
Roads Blocked 
Power Lines Down 

Freezing rain still whipped across North- 
ern New Jersey, Westchester County and 
Lower Connecticut today as the storm, 
which brought dangerous discomfort to 
scores of communities, showed little sign of 
abating. 


My terse comment is simply—the order of the day 
in Manhattan was—‘‘business going on as usual.” 

After all, “the proof of the pudding is in the eat- 
ing.” A large company in another state recently com- 
pleted an office building containing some 200,000 
square feet out in the country several miles from its 
home office in the city. One of its representatives in 
a position to know, while of course not wishing to 
concede the experiment had not been a happy one, 
recently admitted that office building construction 
costs are as high or higher in the country as in the 
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The first installment of Mr. Cushman's article appeared in the March issue. 
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city. In addition, all utilities, such as sewers, water, 
gas and electricity had to be brought great distances 
to the building. He says the costs for telephone bills, 
operation of a fleet of station wagons and jeeps, op- 
eration of cafeterias and restaurants and other “inci- 
dentals” are simply “fantastic.” Moreover, he says 
all employees complain bitterly that they waste at 
least 15 minutes every morning in getting off the 
bottlenecked highway into their parking space and 
at least 15 minutes every night getting out of then 
parking space onto the highway. I have been in- 
formed by competent New York building contractors 
that vou can count on office building construction 
costs for a two or three-story office building in the 
suburbs to be 5 to 10 per cent higher than a conven- 
tional building of comparable area in Manhattan, 
so, an office building costing $10,000,000 on Park 
Avenue, might cost about $11,000,000 in the suburbs. 
That's natural, because of the larger basements and 
rools, extensive landscaping and the skilled labor 
market previously mentioned—only partially offset by 
the lower cost of land. 

On the subject of costs, | was interested to read this 
paragraph in General Foods’ excellent brochure, ob- 
viously addressed to their employees, entitled: “GF 
Moving Day and You:” 

In running our own building, we pick 
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up some additional jobs. Now, we will 
have to have gardeners for our 43 acres olf 
“breathing space”—we will need a “motor 
pool,” a pair each of station wagons, sedans 
and trucks, plus a jeep and perhaps a trac- 
tor, as well as a garage for our rolling 
stock. And we'll need our own engineers 
for the boiler room, air-conditioning equip- 
ment, elevators and escalators, as well as 
an entire restaurant staff. 

I take the liberty of making further references to 
the GF brochure—as they are so germane to the sub- 
ject. The expressed reasons for leaving the Grand 
Central Zone, in my opinion, are not well founded. 
I refer to these phrases: 

Any person in the Grand Central area 
is very much aware of the discomforts 
caused by dirt, dust, noise and the ever- 
increasing problem of trafic congestion. 


Another paragraph states, in part: 


You'll find clean, wholesome air, of com- 
fortable temperature being provided auto- 
matically—instead of having to adjust 
heavy steel windows to keep New York 
smog and your papers from flying about. 

Certainly, the tenants in our air-conditioned build- 
ings in Manhattan enjoy clean, filtered air—as free 
from dirt, dust and noise, because of fixed closed 
windows, as GF’s employees will enjoy in White 
Plains. 

Parking and trafhe conditions in the Grand Central 
Zone are admittedly very annoying. I have found 
even worse conditions, however, in San Francisco and 

(To page 72) 


...OR SUBURBAN 


The growing importance of surburban Westchester 
County as a center for transferred New York City 
offices was emphasized by the formation of a West- 
chester chapter of the National Office Management 
Association in February. The first monthly dinner 
meeting was held in Bronxville on March 17, at which 
time a charter was presented to the new surburban 
chapter by B. W. Leonardson, director of NOMA Dis- 
trict 13. 


Top: Officers elected at the February organization 
meeting were (seated from the left): Charles Bell, of 
Standard Oil, treasurer; William Foster, of the Dicta- 
phone Corp., president; Miss Caryl Wetzel, of the 
Readers Digest Association, secretary; and Walter 
Wendt, of the Underwood Corp., vice president. (Stand- 
ing. from the left) Fred Jones, General Foods, program 
committee chairman; C. R. Beringer, of Esso Standard 
Oil, nominating committee chairman: C. A. Riedinger. 
Phelps Dodge, assistant treasurer; and Harold Grebe, of 
the national NOMA office. e 

Bottom: Mr. Grebe speaking at organization meeting. 


Bat surburban living offers transportation probelms, too, when winter strikes 
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Richmond, Va., houses office, laboratory, and plant facilities for this drug firm 


KEYNOTE: UNITY—IN SOUTHERN OFFICE-PLANT 


“Seventy-five years old, and as new as today.” 


THAT is the proud claim of the A. H. Robins Com- 
pany of Richmond, Virginia, maker of ethical pre- 
scription specialties since 1878. ‘The company is cele- 
brating its seventy-filth anniversary this vear in two 
ways: First, by sponsoring a three-day conference in 
henor of seventy-five years of medical progress. ‘The 
conference, to be held in April in Richmond, will be 
attended by a seventy-five-vear-old doctor from each 
state in the Union, as well as by delegates to the First 
Western Hemisphere Conference of the World Med- 
ical Association and of the Pan American Medical 
Contederation. 


Second, the A. H. Robins Company is marking its 
seventy-fifth year by moving into a new home, a 
smartly designed modern building, especially con- 
structed to meet the strict requirements of pharma- 
ceutical manufacture for modern medicine. 

The modern reception area for A. H. Robins Co. The new A. H. Robins home is not just an office 
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The general office areas, where light and space are ‘multiplied’ by use of glass partitions 


building, nor is it merely an industrial plant. It is 
everything. It is all of the A. H. Robins Company 
together, in one compact, flexible unit. Executive and 
general ofhces, laboratories, production and ware- 
housing departments, are all housed under one rool. 

Io provide for the particular needs of a pharma- 
ceutical firm, in which management, research and 
manufacture must be intimately allied if the drugs 
produced are to keep pace with the swilt advance of 
medical science, the Austin Company has conceived 
and constructed a “packaged-building.” On a_ ten- 
acre site within the Richmond city limits, a plant ol 
75,000 square fect accommodates the entire operation 
ol the company—all on one floor. Should it be neces- 
sary to expand production—as has been necessary sev- 
eral times in the past 75 vears—allowance has been 
made for additions that could bring the total plant 
area Up to 300,000 square feet. 

Facing the main traffic approach are the cream brick 
walls of the spacious ofhce area. The horizontal lines 
of the whole building are emphasized here by the 
horizontal strip of maroon brick in which the windows 
are set. In matching tones of red are the terra cotta 
tiles in the massive panel above the glass and alumi- 
num doors of the main entrance. Uncluttered utility, 
dignity and serenity are suggested in every simple 
line. (To next page) 


The book-lined conference room doubles as a reference 


library 
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for Robins Co. technicians 
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Inside the office section, the same ethcient, hand- 
some simplicity prevails. Light and space are mul- 
tiplied by the use of glass partitions. Walls are given 
unobtrusive interest by cork panelling, and ceilings 
gain pleasant texture and design from varying combi- 
nations of fluorescent lighting units and acoustically 
treated surfaces. 

Inter-ofice communication is speeded by a tube sys- 
tem which carries orders from the business machine 
room, where they are recorded directly, to the ship- 
ping department several hundred yards away. 

On one side of the reception lobby is the executive 
wing. All the offices here have been decorated in con- 
temporary style, but within this limit each executive 
has been consulted as to color scheme, drapery fabrics, 
and accessories. Some of the private offices have richly 
panelled walls, finished in various exotic woods. In 
the large general office on the other side of the lobby, 
the quietly restful grey-green tones of the walls and 
floors were selected by majority vote of the employees 
who work there. 

When asked what they like best about their new 
quarters, the office staff has a difhcult time deciding 
on which of many advantages to put first. On a warm 
day, the answer would probably be “the air condition- 
ing system,” for the entire office section is air condi- 
tioned, while the laboratory and production sections 
have variable climate control, so that the humidity, 
temperature and atmosphere may be adjusted accord- 
ing to the type of experiment or manufacture in 
process. The girls on the staff have a tendency, on 
cooler days, to vote for the women's lounge, where 
they can comfortably relax for a chat, a smoke, or a 
few minutes’ look at the latest installment of their 
favorite magazine story. But the girls also concede 
to the men that it’s very nice to have a lunch room, 
as cheerful and spic-and-span as a modern kitchen, 
where they can all enjoy coffee on the house during a 
ten-minute break in the morning. In addition to 
collee urns, equipment in the room includes a sand- 
wich toaster, a heating unit for soups, a refrigerator. 


Spee petty Nessie pe 


(To page 7%) 


In this lunch room employees enjoy coffee ‘on the house’ during a ten-minute break each morning 
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Frank M. Knox, Cleveland management consultant, speaking : 
on cost control in offices. Shown at the table are John R. 


Crowley (left). and J. C. Hodges (center). chairman of the 
seminar session, and vice-president of NOMA, 


CHICAGO SEMINAR ANALYZES 


MANAGEMENT TECHNIQUES 


gers 
WITH PEP —for Procedures, Economics, Person- iF ey 
nel—as its theme, the 11th Annual Seminat sponsored heat 
jointly by the Ofhce Management Association of Chi- 2 ' 
~ ‘ aa , cago and Northwestern University, held at the Con- re: 
Most successful meeting” in assocta- rad Hilton Hotel March 2-5, made notable contribu- a. 
. 7 tions to the techniques of office management. hi 
tion history covers— Four hundred registered to attend the seminar, and al 
over thirty thousand visitors reviewed the exhibits at Fay 
the Business Show held in conjunction with it. Ofh- 4 if 
e : ° : 5 . ; cers declared this vear’s event was the most successful bas 
human relations programs in the history of the association. . ai 
Following President Herbert W. Vitter’s message ? 4 
. : of welcome on Monday, March 2, an outstanding es 
of fice production costs group of speakers discussed various phases of business as ay, 
from management's standpoint, and presented factual mee? 
evidence of improvements needed in office manage- 
work simplification systems ment procedures. Capacity audiences greeted the ne 
, speakers and spirited discussions followed each talk. Ag F 
Fskil I. Bjork, president, The Peoples Gas Light a 
: : and Coke Company of Chicago, led off the seminar Sie 
em ployee motivations and sessions by emphasizing the importance of human re- 
; lations in business in his talk, “Business is People.” te 
non-financial incentives “Business is not merely methods, procedures, tools aa\, 
and machines,” he commented, “business is people, east 
people working for and with other people. All the ke 
z le / > a9 accomplishments of business have been, are, and will ‘ 
role of the supervisor be, the accomplishments of people, utilizing the avail- % 
able procedures and mechanical aids. The degree of eas 
accomplishment is not only a reflection of the talents = 
and skills of people, but also of the desire, willing- S 
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ness, zest and incentive to apply those talents and 
skills. 

“The current degree of emphasis on human rela- 
tions is of relatively recent origin. The rapidity of 
growth and change through procedures and techno- 
logical development in the past did much to obscure 
Inanagement’s awareness of its obligations and oppor- 
tunities in the field of human relations. Fundamental 
in any such effort is a clear-cut statement of personnel 
policy in which top management defines the goals. 

“Necessary also is the restoration of mutual under- 
standing, respect and confidence, achieved through 
adequate communications,” he continued. “But a 
successtul communications program will not have 
been established until management has learned the 
art of listening and has created a climate in which 
employees feel free to discuss matters which they be- 
lieve relate to their association with the company.” 

In closing he advised office managers to continue 
their search for better ways of doing things, but he 
urged them to strive for as much progress in human 
relations as they have accomplished along technologic- 
al lines. 

Expense control in the office was discussed by asso- 
ciation vice-president Albert F. Hagedorn, office man- 
ager for Bauer & Black of Chicago, who read a paper 
prepared by F. L. Haskell, chief accountant for the 
Wallace Barnes Company division af Associated 
Spring Corporation. Mr. Haskell was hospitalized 
just prior to the seminar. 

In his paper “The Office Manager's Responsibility 
ini Expense Control,” he attempted to develop some 


“Miss Business Show of 1953” welcomes visitors 


NATIONAL CONFERENCE, MAY 24-27 


The international conference and exposition of 
the National Office Management Association, sched- 
uled to be held in Boston, May 24 through May 27, 
will cover among other discussion subjects: *““Execu- 
tive Development;” “Manpower Management for 
Rank-and-File Workers”; “Organization Planning”; 
“The Control Function of the Office”; “The Oftiee— 
Our Business Home;” “New Developments in Office 
Mechanization” and “How to Organize an Office 
Methods Program.” 

Held simultaneously with the technical sessions of 
the conference, which are expected to draw a record 
number of office executives, will be NOMA’s “All- 
Purpose” Business Show. The show will also remain 
open one additional day following the close of the 
conference. More than 80 leading oflice equipment 
manufacturers have already reserved space for dis- 
play of several hundred products. 

All conference sessions will be held in the Hotel 
Statler, while the business exhibits will be housed in 
Boston’s Mechanics Hall. 
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answers as to who is responsible for controlling costs 
covering services for emplovees, contributions, books 
and magazines, dues and related expenses for trade 
associations, professional and educational organiza- 
tions, and miscellaneous other service functions. In 
analyzing this problem of “necessary” costs of opera- 
tions he asked “are we becoming careless about some 
of them?” ‘The expression “spending tax dollars” 
came up for considerable scrutiny. 

“Office production costs can and should be studied 
and controlled the same as factory production,” ac- 
cording to Frank M. Knox, management consultant 
in the field of paper work simplification. “For fifty 
years management has been seeking, and getting, cost 
reduction in the factory. But in the office, no com- 
parable effort to control costs has taken place.” In 
his talk “Management Seeks Cost Control in the Of- 
fice” the Cleveland forms expert urged following 
accepted factory principles. “The basic factors are the 
same in the office as in the factory. The raw mater- 
ials are blank forms, the work-in-progress is clerical 
operations, and the finished goods are the completed 
records.” 

To effect cost reduction in the office he recom- 
mended making use of a very common device, the 
inventory. “List the many forms used, probably many 
more than companies realize, review the clerical work 
performed, and utilize as many labor-saving inven- 
tions as are practical. Analyze the reports with a view 
toward eliminating unnecessary and obsolete ones. 
By far the biggest part of office costs is found in the 
clerical payroll. ‘Therefore we must look for ways to 
reduce that payroll,” he concluded. 

John R. Crowley, of Arthur Young & Company of 
Chicago, emphasized the wastefulness of antiquated 
procedures in exploring the question of “How Much 
Time Do We Waste” and stressed the need of a work 
simplification program to reduce that waste. 

“Managements today are devoting much time and 
money in their attempts to get employees. Their 
problem might be easier to solve if they spent more 
effort in deciding what to do with employees when 
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they find them.” That was the recommendation of 
Samuel L. Workman, president of Workman Service, 
Inc. speaking on the subject “Keeping New Employ- 
ees Happy.” He discussed some of the successful ap- 
proaches used by his company, which employs 1,000 
women in various parts of the country. “Individual 
sponsors, free first-day lunch, review after first day, 
thorough induction including checklist, immediate 
classroom orientation, are done for new workers. For 
older workers, service recognition, unscheduled rest 
periods, taking employees into confidence, good two- 
way communication are being tried. Any attempt at 
paternalism and regimentation in any form is care- 
fully avoided. These aids are aimed at retention of 
employees, the development of proper attitudes, and 
the stimulation of their interests to the benefit of 
both employees and their companies. 

“In their concern for improved mechanical devices 
and for higher pay scales for personnel, have manage- 
ments tended to overlook ‘factors of motivation’ with- 
out which modern machines and well paid employees 
are of limited effectiveness?” That was the question 
presented by Robert L. Peterson, assistant to the direc- 
tor of the Business Management Service, University 
of Illinois. In his address, titled “Incentives, Do They 
Work?” he discussed both financial and non-financial 
incentives. 

“A system of financial incentives may provide ele- 
ments of motivation,” he said. “If personnel know 
that the amount of effort which they expend is di- 
rectly geared to their amount of compensation, they 
will tend to produce more efhiciently. But, although 
financial incentives mav be of considerable value, it 
appears that non-financial incentive techniques are of 
even greater importance in building productivity, 
provided that a reasonable wage is being paid.” 
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Capacity audiences greeted speakers at seminar sessions held in conjunction with the show 
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Professor Peterson detailed ten non-financial tech- 
niques of proven effectiveness: 

1. The weekly staff meeting embracing all levels of 
employees, so problems can be heard. 

2. Enough work to keep employees fully occupied, 
so that they feel they are satisfactory and making 
progress. 

3. Reassurance through periodic talks by super- 
visors with their employees, in private. 

j. Special privileges to certain employees, for ex- 
ample, rewards for seniority, to keep from herding 
people together. 

5. Follow-up interviews to determine whether 
placement of new or promoted employees has worked 
out properly. 

6. A suggestion system to encourage employees to 
think about their work, and feel that their ideas are 
appreciated, 

7. Development of the in-group spirit through well- 
planned inter-company sports and social events. 

8. Modern work environment and good equipment 
to maintain pride necessary to good morale. 

g. Competition to stimulate greater interest in pro- 
duction, accuracy or attendance. 

10. Personalizing and giving recognition to the 
worker, to establish him as an individual. 

An endeavor to determine “How Important is the 
Supervisor?” was made by J. Douglas Elliott, of the 
Detroit Edison Company. As supervisor of Customers 
Billing Department, he discussed practices in select- 
ing and training first-line supervisors used by the 
Detroit utilities firm, long recognized as a leader in 
the field of supervisory development. His first cau- 
tion was that the supervisor must be defined: where 
does he fit on the organization chart, what are his 
(To page 76) 
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Many 


Part Two 


A FORM WILL LAST no longer, wear no_ better, 
and present no better appearance than the paper on 
which it is printed. While the story of paper is a 
technical account, part mechanical and part chemical, 
the office manager does not have to know all of it to 
select the vehicle for his forms. He is usually interest- 
ed in permanence, durability, and qualities of writ- 
ing, printing, and appearance. Some of these char- 
acteristics of paper can be judged fairly well from a 
study of paper samples, but others require tests that 
are not available in the majority of offices. Paper 
stocks that look and feel all right for the purpose can 
fool the most wary and reveal their failure when it 
is too late. ‘To place a permanent record on a tem- 
porary stock will be discovered in time to come but 
will not change the fact that the record has gone 
with the stock. 

Even the most experienced paper man, who puts 
on an act by tearing, burning, folding, snapping, 
holding the sample up to the light, or even by chew- 
ing, may be dramatizing only superficial elements 
in the paper content. When you are not in a posi- 
tion to make proper tests, it is far better to select a 
paper representative or a printer whom you have 
learned to trust. Confidence in the knowledge and 
integrity of these men can be a much more significant 
guide than apparent savings from the lowest bids. 

When it is decided that the record is permanent, 
what is meant? According to the dictionary, perma- 
nence means “continuing in the same state .. . without 
change... lasting... abiding.” Permanence is defined 
by M. S. Kantrowitz and R. H. Simmons in “The 
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types of paper cross the busy executive’s desk each day 


PAPER TELLS YOUR STORY 


By CHARLES O. LIBBEY 
Head, Office Methods Staff, Tennessee Valley Authority 


OFFICE MANAGEMENT AND EQUIPMENT 


Technical Status of Permanence and Durability of 
Paper” as “the degree to which a paper resists chem- 
ical action which may result from impurities in the 
paper itself or agents from the surrounding air.” In 
other words, will the paper last as long as the record 
requires? 

If a record lasts and abides long enough, this could 
mean forever, which is a very long time indeed, and 
one may want that quality for a very few vital records. 
Again, he may want to think of permanence as rela- 
tive, in terms, say, of a half-century, at the end of 
which time the record will be reviewed, undoubtedly 
by someone else, for an ensuing period. In this archi- 
val relay race with time, the buyer has the responsi- 
bility to give the record the best he has in his run. 
The rest of the race depends on his initial choice. 

Permanence may depend on other factors than the 
paper stock. We know that paper deteriorates more 
rapidly in the acid atmospheres of cities than in the 
country. Dirt, heat, moisture, exposure, and careless 
conditions of storage will affect the life span of rec- 
ords. The little silverfish has as little respect for the 
minutes of the august board meeting as for a modest 
sales slip. 

Paper stocks, therefore, to meet the requirements 
ot permanence must be manufactured carefully of 
the purest fibres. Semipermanent, which is an in- 
definite period short of the other, should not be too 
far behind. The trouble too often is that the office 
man confuses appearance with permanence or is just 
playing safe. In selecting paper to match the life and 

(To page 71); 
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NO. 10-21-52 


PRINTED IN U.S A 


Smead's Correspondence Sorter should 
be on every desk . . . It permits instant 
identification for filing and finding cor- 
respondence. It keeps correspondence 
confidential for signature. It keeps 
papers sorted during the busy day for 
immediate reference. 


At the end of the day, papers are sorted 
and indexed ready for the filing depart- 
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A desk file which is really a correspondence sorter. 


It saves time for the filing department. 


Smead’s Tumble Head Celluloided Index is 
printed on both sides for sorting. 


This allows quick reference as index is visible 
from both sides. 


CONSTRUCTION 


Black cloth color — embossed cloth covers — 
Black fibre leaves —Celluloided index— 
The Correspondence Sorter has an expansion 
capacity of over 20 inches. 

Furnished in letter and legal sizes — indexed 
A to Z and 1 te 31. 
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,aviP your office with al aw 


“IT GROWS AS NEEDED” 


*ILLUSTRATED 
THE ALPHABET- 
ICAL WAY. READS 
LIKE A BOOK 
LEFT TO RIGHT. 


SMEAD’S 
TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
ALPHABETICALLY 


NUMERICALLY 
GEOGRAPHICALLY 
CHRONOLOGICALLY 
OR BY SUBJECT 


Let us discuss your filing problems with you. 


Bie Smead MANUFACTURING CO.,1NC.-HASTINGS, MINNESOTA 
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FULL-SCALE production of three new Fresh’nd-Aire electric 
room air conditioners has now been reached at the recently 
acquired Grayslake. HL, plant of the Cory Corp. Cory has 
announced that the Fresh’nd-Aire Division is actively en- 
tering the reom air conditioning field in 1953 with three 
models—a !y-ton, a %y-ton, and a lon unit. Units will 
range in price from $349.95 retail for the |'5-ton model to a 


“LITTLE BUSINESS SHOW™ sponsored by Transcription 
Supervisors Association of New York was held on March 
9. Eighteen major companies producing equipment used 
in transeribing and stenographic work exhibited at the 
evening show. which was preceded by a dinner attended 
by association members and guests. Above: scenes from 
the show as those present visited the various exhibits. 
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price of $469.95 for the l-ton machine. All conditioners 
will be constructed for year-round performance: special Ail 
Season Control Dial will make it possible for the units to 
filter, ventilate, circulate, dehumidify, and exhaust air as 
well as cooling it, according to the manufacturer, making 
the units useful in cold. dry. or humid weather, as well as 
in the summer months. Unit. were first exhibited in January. 


“BRAILLE” calculator which permits blind operator to 
check results. and which can add, subtract. multiply, 
and divide has been developed by Marchant Calculators, 
Inc. Here Evan Rempel, blind physicist of Dutton, Mont.. 
to whom first machine was delivered, uses calculator 
as Glenn Mundwiler. Marchant representative, looks on. 
Mr. Rempel uses the machine for electronic research, 
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LOS ANGELES branch of Remington Rand Inc., faced with expanding sales vol- 
ume, recently divided its functions, moved its sales office, and warehouse and 
machine service center into new and separate quarters. Pictured above at left 
is exterior of new sales office building; at right, a section of the showroom. 


“ROLLING” railroad car office was recently created by Mer- 
ritt-Chapman & Scott Corp., New York bridge-building firm, 
to serve as field office for supervising clerical personnel 
on construction projects across the country. Two old Pull- 
man cars were remodeled with hardwood floors, chrome fit- 
tings, fluorescent lights, air conditioning, and mahogany tile 
walls. Globe-Wernicke “L” shaped steel Techniplan modular 
equipment was used throughout the novel offices. “Fly- 
ing black horse” in lower view is construction firm symbol. 


NEW hand adding-subtracting machine said to incorpor- 
ate many of the features of the company’s electric 
business machines has just been introduced by Clary 
Multiplier Corp., 408 Junipero, San Gabriel, Calif. 
The small, 16-pound machine is portable and can be 
ordered with an airplane carrying case. The unit fea- 
tures automatic space-up of totals and sub-totals. 
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NEW aluminum frame folding chair made 
by Lyon Metal Products, Inc., 7955 snout- 
gomery St., Aurora, IIL. folds flat for easy 
storage. Thirty-five per cent lighter than 
steel chairs of comparable design, unit 
is said to be unusually easy to handle. 
Models available include one with steel 
seat and back, one with pressed wood seat 
over steel, one with cane steel seat, back. 
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LABELS said to stick without moistening to any dry, 
smooth surface are offered by the Dennison Mfg. Co., 
Howard St., Framingham, Mass. PRES-a-Ply labels 
will adhere to metal, plastic, china, glass, as well 
as other materials. The manufacturer states that the 
new labels are easy to remove and are non-corrosive. 
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ALL-PURPOSE floor 
maintenance machine is 
produced by Multi-Clean 
Products, Minneapolis, 
Minn. The machines are 
available in six different 
models for varying floor 
areas. M-19 is for areas 
up to 20,000 square feet. 


2" x 4/10" 


SNR-1 “SERIALLY NUMBERED AUTOGRAPHS” 


1Ya" X "ie 


SNR-2 “SERIALLY NUMBERED AU'OGRAPHS” 


230” X We" 


NEW adhesive-backed inventory control and 
equipment identification metal plates are 
offered by Metalcraft, Inc., Mason City, 
lowa. “Autographs” carry copy (as shown 
above) in addition to a stamped serial iden- 
tification number. “Numbergraphs” have 
numbers only. Plates can carry a maximum 
of eight digits. Plates’ adhesive backs ad- 
here permanently to any greaseless surface. 


f 


WALL 


A NEW FILE designed to meet the needs of engineering depart- 
ments will be exhibited for the first time this month at the 
National Office Furniture Association meeting in Cleveland by 
Diebold, Inc., 818 Mulberry Rd. S.E., Canton, O. The Map-and- 
Plan drawers of the file will hold 48 x 36 inch drawings. The 
modular units contain five drawers each, and can be stacked, 
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SPECIALLY-DESIGNED typewriter desk and chair pro- 
duced by the Royal Metal Mfg. Co.. 175 N. Michigan 
Ave., Chicago, Ill. are said to promote correct typ- 
ing posture. Developed expressly for use in secre- 
tarial schools and commercial colleges, the typewriter 
platform is adjustable for height- from 26 to 30 inebes. 


ELECTRIC typewriter now being produced by Underwood 
Corp., | Park Ave., New York, has redesigned top plate 
to give greater visibility of the writing line, and scale 
for carriage positioning which makes it easier to center 
headings. The Finger-Flite. which also offers a push-in 
type variable line spacer, is available in five models. 


ALL KEYS are electrified on the new “Live Keyboard” 
adding machine produced by the National Cash Register 
Co.. Main and K Sts.. Dayton, O. Each individual key 
acts as its own motor bar, which is said to eliminate at 
least 25 per cent of the hand motions usually needed 
for adding machine operation. No add bar is required. 


MORE than 100 perfeet copies per minute are promised by the 
manufacturer, Heyer Corp., 1848 S. Kostner Ave. Chicago, of 
its new model 70 Conqueror spirit duplicator. The machine has 
in addition a visible fluid supply, a raise-and-lower control 
designed to center print automatically, an improved pressure 
control system. and a new counter mechanism for easy reading. 
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FOUNTAIN pen desk set with 
jet glass base is offered at 
$6.00 by Esterbrook Pen Co., 
ae 


Cooper St. Camden, 
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ALL-STEEL frame table with Paraliner ruler built 
into a glass board which lights from the inside is 
produced by Michael Lith Co. 145 W. 45th St.. New 
York. The ruler allows parallel lines to be spaced 
from a thousandth of an inch to more than an inch 
on any size sheet. Table top can be tilted, locked. 
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METAL CONDITIONER to be used 
Bakelite Co. Div. of Union Carbide 
The Vinyslite resin based conditioner is said to compare favorably 
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SLIDE rule for use in 
payroll computations — is 
offered by  Hourmaster. 
552 Elm St... Westfield. 
N. J. It computes time 
in hours and decimals. 


on metal partitions before refinishing is offered by 
and Carbon Corp. 260 Madison 


Avenue, New York. 


with other condition- 


ers in cost; serves also as a primer, resists rust. and improves durability of final coat. 


NEW secretarial posture 
Steel Products. 81 W. Van Buren St.. Chi- 
fully contoured, saddle 
shaped seat, a choice of three upholstery 
fabrics, a die cut aluminum base, four 
posture adjustments, and rubber padding. 


chair by Maso 


cago, features a 
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SHOULDER-LENGTH ‘phone-booth’ made by Architectural Prod- 
ucts Division, Burgess-Manning Co., 5970 Northwest Highway, 
Chicago, is said by the manufacturer to compare well with full 
Jength models in noise reduction qualities because Acousti-Booth 
has double the density of sound absorbing materials usually used. 


ves °-LATO 


owe 


UNIT designed to speed location of accounting transposition and 
transplacement errors is introduced by Accounting Aids, Inc., 2914 
Jerome Ave., New York. When upper disk is set so that “difference” 
in figures appears in window, various number combinations which, 
transposed, will produce difference appear automatically underneath. 
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IMPROVED model of the Jobmaster Anti-Offset Dry- 
spray unit is offered by the Jobmaster Co., 1016 Ist Ave., 
S., Seattle, Wash. Nozzle position on unit can be 
adjusted to concentrate spray powder, or disperse it 


evenly over entire surface. Unit also saves powder. 


ONE-MAN fire engine is the way the manufacturers, 
American-LaFrance-Foamite Corp., 927 E. LaFrance St., 
Elmira, N. Y., describe the model 150 dry chemical ex- 
tinguisher. Discharge range is 20 to 25 feet; the 
machine is rated for B and C fires. Pressure: 200 psi. 
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TOOLS OF THE 
OFFICE 


A monthly feature devoted to 
sources of major lines in the field of 


office equipment and supplies 


One model in the line of York Corp.’s room air 


——seos 


conditioners 


Air Conditioners @© Fans © Water Coolers 


(For addresses of all manufacturers, see page 50) 


Carrier Corp. offers a new line of air conditioners that 
double-cool the air, and extend only slightly from the window 
or wall in which they are set. 

Sizes. The new line consists of ten models. Window units 
are available in 1%4-, 14-, 34-, and 1-h.p. sizes, with thermostatic 
controls in the two larger sizes. Console models include 1-, 
114-, and 2-h.p. units. A water-cooled condensing apparatus is 
available for console conditioners that operate in rooms where 
an outside air supply is not available. 

Prices. Retail prices for window units are $239 for the ™4- 
h.p. model, $319 for the %4-h.p., $399 for the 34-h.p., and $474 
for the 1-h.p. model. 

Special features. The new Carrier units are said to draw 
pre-conditioned air through the front grille, then cool, dehu- 
midify, and filter it twice before releasing it into the room. The 
new design eliminates all air inlet and outlet grilles from the 
sides, top, and bottom of the unit, the manufacturer says, thus 
completely enclosing and insulating it in a solid girder-con- 
structed box. It is designed for installation in bookcases and 
cabinets, as well as in windows, transoms, or walls. The con- 


Chrysler Corp.'s 
Airtemp model 1005-1 


EDITOR’S NOTE. The size or cooling capacity of 
air conditioning units is expressed in different 
ways by different manufacturers. In the following 
descriptions, specifications are given in the terms 
used by the particular company involved, 

Generally speaking, however, the terms “tons” 
and “horsepower” are interchangeable when meas- 
uring cooling capacity. That is, 1'2 tons is ap- 
proximately equal to 1! horsepower. Another 
way of expressing a conditioner’s cooling ability 
is by British thermal units, each unit being the 
“amount of heat necessary to raise a pound of 
water one degree Fahrenheit at its maximum den- 
sity.” A rule-of-thumb equation followed by many 
manufacturers is: one ton (or one horsepower) 
dispels 12,000 British thermal units of heat per 
hour. Some makers, however, claim their units 
will cool at a greater rate. 


Remington Corp.’s model 6 ‘De Luxe.’ The firm also offers 
two console models, the ‘Director’ and ‘Overton’ 


*Unitaire’ 


OFFICE MANAGEMENT AND 


Westinghouse Corp.'s 
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Tools of the Office 


The model ‘Super’ 50 offered by Frigidaire 
Division of General Motors Corp. 


ditioner’s neutral “color blended” case was styled by designer 
Lurelle Guild. 


fvailability, All models are immediately available, the firm 
reports. 


Chrysler Corp.’s \irtemp Division manufactures the model 
1005-1 “packaged” air conditioner seen on p. 43. 


Cooling capacity. The 1005-1 is capable of cooling an office 


roughly 2,000 square feet in floor area. Its cooling effect is 
equivalent to melting five tons of ice in 24 hours. 
Price. \irtemp equipment has no fixed list price; cost de- 
pends upon the particular installation 
Spectal features. According to its makers, the 1005-1 
porates the principle of electric refrigeration. 


incor- 
Untreated air is 
pulled through a filter and over the coil where it is cooled, de- 
humidified, and discharged into the area being conditioned. 
The unit’s air grille is equipped with cleanable filters, Airtemp 
points out, as well as two “dynamically balanced” fans sus- 
pended in self-aligning cushion bearings 


Fans may be operated 
separately for ventilation when cooling is 


not required. Other 
features include an automatic water regulating valve, a factory- 
installed internal wiring system, built-in thermostat and limit 


controls, and “super-finished” moving parts. A l 


heating coil 
is available as optional equipment for year-round service 
Availability, Delivery is immediate, Airtemp says. 
Cory Corp.’s Fresh’nd-Aire division markets a line of ait 
h feature “weather dials” for regulating room 
Settings on these dials permit cooling or heating, 
dehumidification, high or low ventilation, and so on. In addition, 


onditioners whic 
atmosphere 


This General Electric room air conditioner is 
able in one 'o-h.p. and two 3,-h.p. models 


OFFICE MANAGEMENT AND EQUIPMENT 


Carrier Corp.’s window air conditioner, which is 
available in '4-. !o-, °4-, and l-ton models 


Fresh’nd-Aire points out, the units circulate, filter, and late 
exhaust the air. 
Sizes. Fresh’nd-Aire window units are made in , 34-, and 


I-h.p. models for areas up to 300, 450, and 600 square feet re- 
spectively. They are catalogued as models A312, A334, and 
\310 in that order. 

Prices. The above models retail for $349.95, $399.95, and 
$4609.95 respectively. 

Special features. According to the manufacturers, Fresh'nd 
\ire conditioners clamp easily to window sills, and project 
only 95¢ inches into the room. “It is elegantly designed to 
complement office decor,” the firm adds 

Dimensions. All models measure 27 inches in width by 14 
11/16 inches in height. 

Delivery. Immediate. 


Ebco Mfg. Co. offers the Oasis Air Drier, an electric de- 
humidifier designed to stop moisture damage. The makers espe- 
cially recommend it for use in office supply roonis to prevent 
envelopes and labels from sticking together, and in vaults where 
old files, records, and microfilm are stored. 

Cooling capacity. The Oasis is said to service up to 10,000 
cubic feet of room area. Under conditions of high humidity, 
it will remove from the air as much as three gallons of water 
per day. 

Price. $137.95 list, including Federal excise tax. 

Special features. The Oasis utilizes no chemicals, and is said 
to require no special installati 


on. “It simply plugs in like any 
electrical lamp cord,” its manufacturers assert. Moisture drawn 
from the air is collected in a Fiberglas drawer “which is easy 
to remove and empty.” The unit can also be equipped with 
a hose that permits collected water to run off into a drain. 
Dimensions, The conditioner weighs 55 pounds and can be 
moved from room to room; dimensions are 12 x 16 x 18 inches 
Delivery. Immediate. 


Fedders-Quigan Corp. manufactures a line of air ~ondi- 
tioners featuring what the firm calls a “built-in weather bureau.” 
With this feature, hedders-Quigan explains, room conditions are 
controlled from a row of colored buttons concealed beneath the 
lift-top of each window unit. The six buttons control, in order 
air removal, low “comfort cooling.” high “comfort cooling,” 
low ventilation, high ventilation, and the on-off operation of the 
unit. The conditioner “cools, dehumidifies, filters, circulates, 
ventilates, shuts out noise, and removes smoke and stale air.” 
Sizes. Fedders “Weather Bureau” air conditioners are avail 
able with cooling capacities of 13-, 12-, 34-, and 1-ton. They 
are catalogued respectively as models W34, W36, W39 (the 
¥4-ton standard), DW39 (the 34-ton deluxe), and W311. 


April. 1953 


| he a ae ee ae eee [) aaa ee lll mrt : * Fie ioe ae 
" bs Bo 5 7 | a Se cae q hi ae a a ‘ ea ot / se |. wy ig ‘ Ds, “eae 
PA) of % ‘ 
‘ yee 
¥ ie t & j ‘ 
or e : 4 \ i é 
s — \\ ay 
= \ ‘ el a dette: URE Oa % 
2 a Ba Te eee i eS acu’ FY ‘ at Fai é 
he | a er \ , % : 
q ; oo ————— : = } é 
” — Se Ay Cl i : 
ers Oye yas —— f sta) . 
4 2 r i ——-}_ \) aty \ 
i: se aN i ee | wal al & “ald Ze 
ee th , saan \ oe ————— ~ | A Ne 
aa fey he : s a i 
a ge an \ +) iS FL? si 
i 7 a a dit es oe e - / € f Ww i 
| 9 uy fee sy . 2 7 
fee + ee ee i Santee Meera ant am tm 
ee i 0 : ° | Aaa ph aia  — ss . ; ‘ 
4 "4 My a * 
+ a ee % % : : , j ~ = 
es iy ee ; 
= ia i . é 7 2 
: ; i% 
oe 3 - Ie 4% —4 
ae \ 7 4 A : ra p4 ~ > “ 
Mibe | ee tiny. 4 
oo st oe “ee “ é Salta a 
7; a 1 a he =k oat 
\\ sae \ taal . = 
We < Be a ats ‘ > — 
ae baa ts a : a ‘ a ey = ae arg 
ec: - " ; yf i cat ? “ Bs Pre 
¥ < ~ pg 
Spal * ae PT ie 
4 a 
fae | oe 
ee 
r 4. 
v1 
ia 
ey 
- ee 
a 
ae 
Eee 
Ti ae 
a 
- 
as ‘ 
eye 
era 
Het og 
ae 
a 
he 
ee 
ae. 
ie 
el 
ett: oe 
ae 
ae: 
a 
peat 
<a : 
ee ee 
a ti 
Te iad cl 25 eatete 
BA Bis ee BISOOORREEEO 
Bs Agnes LRA ROLES 
py ea 'e,*, 
a ae ae IRR 
= A et ec OSORNO SISOS ISLE 
: ws Lite ‘ SSSR RRO LIS 
j Riese 625 RKO ILI LIKES 
Bh erage | ras SOOO RI 
egiee jaa SOS OS ROSS 
ee SIAR SOS 
Z J i, ay 
ae an . Coe 
al, | Se Se eA 
heat - - eee ae i : 
¥ 4 : 3 +i i a(S Dk Le : 
y ‘a . ri 7 WS ss 
eT 
=} 
2 wae 
a 14 ee PF 
: i: 
a 
ee ta: & ; eet te We. me 
Bs ; aap : - Sa _ ee a a eae rea eee Re ae Le te 
; 7 Be»: Sa aie = = a ‘oan a fe 49 ieee t | Pane ee fy 
q , ee a. ce a: oa + al 5 a et 
a. | See oe  e u pits eee o 40 9 eS Cae BA ce. ate 
eat met pet: “pi ae ees haa cet 4 1G ee io ‘: 5 


Tools of the 


NY 


WN 


Xan 


One of Mitchell Mfg. Co.'s four 
window-type air conditioners 


models retail for $229.95, $329.95, $379.95 


Prices air above 
$399.95, and $469.95 respectively 
Special features, Model DW39 (illustrated, 


among its features a V-type evaporator which is said to draw 


above) numbers 


is of moisture from the air per day, a “comfort 


which directs the flow oi cool air in inhy direction 


atic controls designed to keep room temperatures at 
, 


constant pre-selected levels. Other features include quiet twin 
hlter two-speed operation, an efficient exhaust mechanism, and 
ease of installation. 

Dimensions. The DW39 weighs 198 pounds, and measures 
16 15/16 x 27'4 x 27 9/16 inches overal 


Availahiltt All its air conditioners are available for i 


mediate delivery, Fedders-Quigan reports. 


Frigidaire Division of General Motors Corp. otfers a line of 
window-installed air conditioners that permit what the manu- 


facturers term “great circle cooling.” This innovation, Frig 


idaire says, “distributes conditioned air to every part of the 


room and cools it evenly, completely, and comfortably.” Air flow 
is controlled by adjustable metal vanes and plastic louvers at 


t 


the sides, top and bottom of the unit. 


Sizes. Frigidaire units are available in ™%-, -, 34-, and 
l-h.p. sizes 
Price. The ‘2-h.p. unit, called the Super-50 (illustrated, p 


44), retails for $319.95. 

Special features. The manufacturers list the following among 
the features of Frigidaire conditioners: 1) “Meter-miser” com- 
pressors, which supply cooling power “quietly, economically, 
and dependably’—a refrigeration mechanism with but two mov- 
ing parts, sealed in steel and oiled for life. 2) “Selective” 
cooling, which “lets you select the exact comfort conditions 
you want.” 3) Full-width replaceable filter. 4) Moisture re 
moval into the outside air. 5) Special ventilation for mild days. 
6) Finger-control exhaust panel. 7) Grey lacquer finish and 
modern styling. 8) Quiet operation. 


Dimensions. One-third and '2-h.p. models measure 16'; x 


x 30' inches; 34- and 1-h.p. units are 1614 x 28% x 31'4 


Delivery. Immediate. 


General Electric Co. manufactures three window air con 
ditioners that dehumidify air as they cool it, filter out most 


dust and dirt, and reduce air-horne pollen. They feature thermo 


static controls which are adjustable to any one of six settings, 
and ventilating vanes which circulate room air after the re- 
frigerating mechanism has been shut off. 

Sizes. General Electric offers the FA-55B, a '4-h.p. model, 
and two versions of the 34-h.p. model FA-75A, one designed 
for 110-volt and the other for 220-volt operation. 

Prices. FA-55B retails for $349.95. The FA-75A 110-volt 
unit costs $429.95; the 220-volt unit is $439.95. 

Special features. “G-E room air conditioners have been de 
signed for easy window installation,” the makers report, “but 
can be adapted for through-the-wall or cabinet-type installation 
too. The hermetically sealed refrigerating unit carries a five- 
year warranty.” The unit’s three circular louvered vents, lo- 
cated behind a removable wire grille at the front, can rotate 
independently to channel air flow in any direction. 
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Fedders-Quigan Corp.’s model DW-39 
has a *,-ton cooling capacity 


OFFICE MANAGEMENT AND EQUIPMENT 


Model 86-J, offered by Phileo Corp.. 


features a ‘reverse cycle’ system 


Dimenstons 14 25/32 x 27 1 x 2 it es tor the ) 
model, 14 25/32 x 27'4 x 33 inches for the 44-h.p. units 
floatlabn All t et whe . i iValial) to ! 1 lia 


delivery, G-E says 


Mitchell Mfg. Co. recently introduced four new indow-ty px 


air conditiot s, each equipped with Mitchell's “Weath’r Dial’ 


and “Sound Muffler” features. The dial, the firm explair 
“allows control of two adjusted levels of cooling and dehun 
fhicat together with control of ventilation and two-speed a 
exhaust, all at the turn of a single motor control swit 
Phe muffler directs conditioned air against a special sound- 
absorbent material which deflects it noiselessly into the roon 
rhis permits the unit to operate at the lowest sound level of 
iny air conditioner on the market,” Mitchell claims 

Sices.. The new units are available in %-, '2-, 44-, and 1 
sizes. The 34-h.p. models are offered at three voltage levels, 


p. models at two 
Prices. Retail prices range from $229.95 for the 1-h.p. con- 


ditioner to $469.95 for the 208-volt 1-h.p. unit 


' 
Special features. Other features in the Mitchell line includ 
a “turbo-drier” which eliminates stagnation of the refrigerant 
by creating turbulence within the evaporator tubing, 


scoop” exhaust which “changes air in the room in a 


minutes,” and a four-direction louver system which controls 
the direction of the air flow 


Delivery. Immediate 


Philco Corp. introduces in its latest air conditioners what 1 
terms “a new engineering principle which enables the units to 
cool in hot weather and heat in cold weather.” This “reverss 
cycle” system transforms the conditioner from a cooling to a 
heating apparatus by changing the flow of the refrigerant, Phil 

explains. There are no heating coils. The new units also feature 
automatic temperature control, whereby room temperatures are 


held constant through mechanical regulation of the cooling fluid 


Servel Inc.’s *‘Wonderair’ window models 
are available in *,- and Il-ton sizes 
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Tools of the Office 


A. O. Sutton Corp.’s model 50WAC 
‘Vornado’ air conditioner 


within the conditioner, not by the off-on regulation of a thermo- 
Stat. 

Size. Philco makes units in 34- and 1-h.p. models. The 34- 
h.p. conditioner illustrated on p. 45 is known as model 86-J. 

Price. The 86-J retails for $439.95. Minus reverse cycle oper- 
ation, it sells for $399.95; minus that and automatic temperature 
control, its price is $379.95. Installation costs average $15. 

Special features. Up to 240 of every 300 cubic feet of air 
circulated by the machine can be fresh air, Philco asserts. The 
unit may be adjusted to exhaust stale smoky air while it pumps 
in a fresh supply, the firm adds. It can be purchased in ma- 
hogany or “arctic dawn” color finishes. 

Availability, Philco air conditioners are reported currently 
available. 


Quiet Kool Division of Quiet Heet Mig. Co. unveiled re- 
cently a new 1-h.p. air conditioning unit catalogued model GI0A. 
According to its makers, the new unit is especially suitable for 
offices and other large rooms. 

Cooling capacity. G10A is said to cool areas having up to 
550 square feet of floor space. 

Price. $396.50. 

Special features. The Quiet Kool conditioner reportedly cir- 
culates 310 cubic feet of air per minute, and introduces 80 
cubic feet of fresh air for ventilation. “The unit is easily 
installed in any double hung window over 2834 inches wide,” 
the company says. “All bracket accessories, including a Mason- 
ite panel, weather stripping brackets, and plated screws are 
supplied to permit installation in windows up to 48 inches wide.” 
The cabinet is constructed of high grade steel, bonderized, and 
finished with corrosion resistant enamel. 

Dimensions, 1434 x 2842 x 3034 inches. Weight: 210 pounds. 

Delivery. Immediate. 


Remington Corp. produces a line of console air conditioners 
designed for “larger rooms, offices, and severe conditions.” 
They are offered for all-year service, together with optional 
heating units. “They are the most powerful room air condi- 
tioners available,” Remington asserts; “they are easily installed 

One of four 1953 models introduced by Ebco 
United States Air Conditioning Corp. 


Worthington Corp.’s 
3-h. pe unit 


Mfg. Co.’s 
‘Oasis’ air dryer 


OFFICE MANAGEMENT AND EQUIPMENT 


The 1-h.p. model G10A offered by Quiet Kool 
division of Quiet Heet Mfg. Co. 


and require no plumbing or drain connections, or building alter- 
ations.” 

Sizes. Remington’s 1-h.p. unit is known as the model 10 
“Director ;” the 114-h.p. conditioner is labeled the model 12 
“Overton.” Cooling capacities for the two models are placed 
at 10,600 and 15,500 British thermal units per hour, respectively. 

Prices. The Director retails for $679.50, the Overton for 
$879.50. 

Special features. The consoles are equipped with “climate 
compensators,” described by Remington as exclusive humidity 
controls which assure maximum dry air comfort in ultra-humid 
seasons, and increase air cooling for hot, dry climates. Auto- 
matic electric heating systems provide “sufficient heat to temper 
ventilating air in coldest weather, or for all winter heating 
where climates are mild.” In addition to cooling and heating, 
the units offer benefits of ventilation, filtration, circulation, 
and noise elimination. Water cooled units are also available. 
Dimensions. Approximately 21 x 37 x 38 inches. 
Availability. No delivery delays are currently foreseen. 


Servel Inc. features a new electric room air conditioner 
(illustrated, p. 45) styled by J. O. Reinecke, head of Reinecke 
& Associates, and president of the Society of Industrial De- 
signers. The new unit features one-dial operation and easy 
installation, Servel says. “The single, convenient dial offers 
[settings for] Day-Cool, Nite-Cool, Cool-Fresh, Fresh-Air, and 
Exhaust, all backed with automatic thermostatic control.” 

Sizes. Window “Wonderair” models are available in 34- and 
l-ton sizes; console “All-Year” units are made in 2-, 3-, and 
5-ton sizes. 

Prices. Wonderair units cost $329.95 and $399.95 respectively ; 
All-Year models range from $10,000 to $14,000 depending upon 
individual installation needs. 

Special features. The new window unit features adjustable 
grilles which direct the flow of air. Its cooling unit rests on a 
sound-absorbing runner designed to assure quiet operation. 

Availability. Wonderair units, and the 3- and 5-ton console 
models are reported immediately available. Production has been 
interrupted on 2-ton consoles, however. 


Unit made by Fresh’nd-Aire 
division of Cory Corp. 
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O. A. Sutton Corp. has newly introduced the model 50WAC 
Vornado air conditioner seen on p. 46. According to its makers, 
the new Vornado is easily installed in double-hung windows 
from 25 to 48 inches wide. It extends only 914 inches into the 
room, the firm points out. 

Cooling capacity. 50WAC’s cooling capacity is reported at 
6,000 British thermal units per hour. 

Price. $329.95. 

Spectal features. The unit has a “high velocity” air discharge 
of 1,500 cubic feet per minute. This, Sutton says, “assures 
proper air circulation throughout the entire room, and elimina- 
tion of drafts through directional air flow to any point in the 
room.” The conditioner also features a squirrel cage blower 
for quiet air delivery, and variable speed controls for cooling 
and dehumidification. 

Delivery. Immediate. 


’ 


United States Air Conditioning Corp.’s line of cooling units 
includes what are called “built-in automatic thermostats,” an in- 
novation which “permits selection of the desired room temper- 
ature by means of a simple knob adjustment.” It controls only 
the unit’s compressor, the manufacturers explain, so that room 
air will be continually recirculated even when the refrigeration 
section is not in operation. 

Sizes. One-half, 34 (both 115 and 230 volt versions), and 
1 h.p. models are offered. 

Prices. The above units retail for $339.95, $394.95, $404.95 
and $449.95, respectively. 

Special features. Listed among the features of these con- 
ditioners are 1) adjustable louvers which direct air flow, 2) 
easily cleaned removable air filters, 3) felt insulation impreg- 
nated with cork and asbestos, 4) modern “Tucson beige” cabi- 
nets with concealed control panels, and 5) plastic condensate 
pans which drain moisture back to the slinger pump through a 
rubber hose. The manufacturer suggests that the smallest unit 
be used in rooms 200 to 300 square feet in floor area, the 34-h.p. 
conditioners in 300-400 square foot areas, and the 1-h.p. models 
in 400-600 square foot areas. 

Availability. While 34-h.p. units are the only models pres- 
ently available, the company reports that all models will be 
ready for installation by May. 


Westinghouse Electric Corp. offers a line of floor-type air 
conditioners containing “cooling coils, fans, air filters, and re- 
frigerant condensing units all within one attractive cabinet.” 
They filter, dehumidify, and cool all air passing through them, 
Westinghouse asserts, and require only water, drain, and elec- 
trical connections to put them into operation. 

Sizes. These Unitaire units (as they are called) are available 
in 2-, 3-, 5-, 8-, 10-, and 15-ton capacities. 


@® ANY reader wishing additional information 
about items listed here is invited to address his 
inquiry to Service Dept., Office Management, 212 
Fifth Ave., New York. Or, more directly, the read- 
er may query manufacturers themselves. A listing 
of each firm’s home office begins on page 50. 


@® NEXT months “Tools of the Office” features 
a comprehensive summary of mailroom machines 
and equipment, addressing equipment, and floor 
coverings. Watch for it! 


® THE “Tools of the Office” schedule for sub- 
sequent months follows. June: bookkeeping ma- 
chines, payroll machines and systems, and inter- 
communication equipment, July: staplers, num- 
bering machines, and secretarial posture chairs. 
August: adding and calculating machines, dictat- 
ing machines, and microfilming equipment. Sep- 
tember: desk lamps, office lighting fixtures, and 
visible index units. October: file cabinets and 
transfer files. November: executive desks and 
supply cabinets. December: filing supplies. 
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General Electric Co.'s 
model $125 fan 


A. S. Gilbert Co.'s 
A2000 ‘Windstreamer’ 


Prices. Costs vary considerably with the individual installa- 
tion, and are therefore not quoted in advance by Westinghouse. 
Special features. Unitaire compressors are hermetically sealed, 
the makers point out, thus locking in the oil and refrigerant, 
keeping out dirt and moisture. Compressor motors are refriger- 
ant cooled, the firm adds, and cannot over-heat. Cabinet panels 
are removable, allowing ready access to working components. 
Dimensions. Measurements range from 22% x 36 x 6834 
inches to 2514 x 51 x 85 inches; weights from 870 to 1,380 


pounds. 
Availability. The conditioners are available on “an immediate 
delivery basis,” Westinghouse reports. 


Worthington Corp. manufactures the 3-h.p. “package” air 
conditioner seen, p. 46. The unit provides cooling, dehumidifica- 
tion, ventilation, circulation, cleansing, and, if desired, heating 
of the air. It is listed with Underwriters’ Laboratories. 

Sizes. In addition to the 3-h.p. unit, Worthington offers 5-, 
71%4-, 10-, and 15-h.p. conditioners. 

Price. The 3-h.p. model lists for $i,424. 

Special features. This conditioner incorporates a “new her- 
metic motor-compressor, sealed against dirt and moisture, and 
balanced for the smoothest, vibrationless operation,” the maker 
claims. “It is built for years of trouble-free service.” The unit's 
modern cabinet is finished in plastic baked enamel. Its chassis 
is electrically welded. “A minimum amount of current and 
condenser water is required to maintain full capacity,” Worth- 
ington says. “All parts are easily reached by removal of the 
front panel.” 

Dimensions. The 3-h.p. model measures 20 x 37 x 74 inches. 

Delivery. Immediate. 


York Corp. offers a line of 13 room air conditioners utilizing 
the heat pump principle plus modulation control. These features, 
York explains, permit heating and cooling through the same 
mechanism, and prevent the unit from overcooling. Regulation 
is accomplished through the amount of refrigerant circulated 
through the unit, not by the on-off operation of a thermostat. 
izes. Models range from ™%- to 2-h.p. units 

Prices. The range here is from $229.95 to $975. 

Special features. Besides the “dual air conditioning” feature 
(for summer cooling, intermediate season heating, and modula- 
tion control), the firm reports, all York units have hermetically 


by a five-year protection 


sealed refrigeration circuits, backed 
plan. “Special emphasis has been placed on beauty, compact- 
ness of design, and quiet operation,” York asserts. “Included 
in the new line is a console-type conditioner which permits in- 
stallation in any type window which opens. These units are 
portable, and the air intake does not protrude beyond the win- 
dow sill.” Cooling abilities start with the ™%-h.p. model's ca- 
pacity of 4,000 British thermal units per hour. 

Dimensions. Dimensions range upward from the ™%4-h.p. unit's 
1334 x 26 x 263% inch measurements. Weight of this model is 
104 pounds. 

Availability. “Most models of the 1953 York units are avail 
able now,” the company says. (To next page) 
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Tools of the Office 


Emerson Electric Mfg. 


Le John Mfg. Co.'s 
Cos window fan 


*Tri-phoon’ 


Fans & Air Circulators 


ul 


Diehl Mfg. Co. offers the mode! 12F16 table air circu 
seen below. The unit provides “large-volume, well-diffused, an 


quiet air circulation,” Diehl says. A control switch permits 
operation at low, medium, or high speeds. 

Specifications. Air delivery: 3,300 cubic feet per minute 
Dimensions: 17 inches high by 16'2 inches square; fan blades 


12 inches. Weight: 25 pounds. 

Price, $54.75, including Federai excise tax. 
Special features, “Precision-designed” intake and = exhaust 
louvers on all sides of the unit distribute air evenly, the makers 
say. The '4-inch raised table edge serves as a molding f 
iss or mirror top, they add, or for decor 
noleum. 7] 


or a 


ive mset tiles or 


1 circulator also features rubber mounts designed 
to minimize vibration, and a rust and corrosion resistant coating. 


Delivery. Immediate. 


Emerson Electric Mfg. Co. markets the electrically rever- 
sible window fan seen above. Newly styled, 


and finished im 
silver grey, the unit is designed to blow in or out at the flip of 
a switch. 


Specifications, hese Emerson fans are available in 24- and 
30-inch models. They deliver, respectively, 5,000 and 6,700 
cubic feet of air per minute at top speed. 

Prices. Last price for the 24-inch fan is $102.50; for the 30 
inch model, $119.50. 

Special features. Designed for installation in either the lower 
or upper portions of double-hung windows, 
equipped with fittings for both locations. “Split-phase motors 
are resiliently mounted for quiet operation,” 
out. “Ea 


these fans are 


Emerson points 
h fan-blade assembly is individually balanced, shaped. 
and pitched for quiet, large-volume air delivery.” 
Availability. No delivery delays 


are currently 


model 
at the twist 
of a knob, the fan features a two-speed “fingertip” switcl 
the rear of the motor housing. 

Specifications. Air delivery: 1,000 cubic feet 
Velocity : 1,350 fee 


General Electric Co. recently introduced its 
home and office fan. Oscillating or non-oscillatir 


per minute 
‘t per minute. Blade measurement: 12-inches 
Shipping weight: 15 pounds. 


Diehl Co.'s 


Model 1250W window fan of the 
model 12F16 


Superior Electric Products Corp. 
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Price. $29.95. 
Special features. Listed among the $125’s features are its 
quiet induction motor, its porous metal bearings, and its plastic 
base, “cushioned to prevent marring high finishes.” All moving 
parts are lubricated from a single large reservoir, G-E reports 
“no lubricant to add for years.’ The oscillating mechanism is 
completely encased in the motor shell. The fan is finished in 
frost-grey. 
Availability. Slight delivery delays are reported in some 
cities. 
A. C. Gilbert Co. offers the modei 
electric fan designed to send a 2 
a room 3 


\2000 Windstreamer, an 
25-m.p.h. stream of wind across 
5 feet wide. “The airst 


ream blasts out 
Gilbert explains, “drawing air into it from the rest of 
the room, creating a continuous flow.” Gilbert claims the fan 
with its “windtunnel” construction, is more powerful than any 
fan with the same size blade “ever made.” 

Specifications, Velocity : 2,200 feet of air per minute. Dimen 
sions: 10 x 10 x 16 inches; fan 
weight: 16 pounds 

Price. $36.50, 


Special 


: : 
like a fire- 
hose,” 


blades: 16 inches. Packed 


features. The fan can be tilted to any angle, Gilbert 
says. “Aimed at the ceiling, it effects complete room air recir 
culation in a minimum of time.” Windstreamer features 
duction-type motor, with two-pole, three-speed, high-starting 
torque. Of streamlined design, the fan is finished in 
blue-green, with antique bronze grille and trim 

feailabilit “Wie cannot guarantee that orders placed will 
he shipped 100 per cent.” the company says 


Kisco Co. Inc. introduced early this year the Reval-\ire 
Jumor, hassock-type air circulator with 


louvers that “afford 
complete safety, and direct and unrestricted air streams.” 
Specifications. Regal-Aire Junior's two-speed motor permits 
air deliveries of 1,400 and 2,800 cubic feet 


per minute. Height 
14 inches; diameter: 15 


inches; fan blade diameter: 12 inches 
Shipping weight: 25 pounds. 
Spectal features. Vabricated entirely of stee 


1% circulator 
is finished either in) two-tone 


chartreuse or light rose, with 


a suede black top 


Le John Mfg. Co. unve led recently a new ventura tan with 
“velocity boosters,” and called the Tri-phoon Direct-Aire. Ac- 
cording to Le John, Tri-phoon “throws three times the amount 
of air with five times the penetrz 


addition, the firm says, t 


ion of ordinary fans.” In 
i¢ unit snaps into dozens o 
and delivers the air-flow in any direction desired. | 


a button and pulling a handle, Tri-phoon swings from a “ 


f positions, 
}y pushing 
has 
sock” to a “swing-up” position, or vice versa 

Specifications, Air delivery: 3,300 cubic feet per minute. 
Height: in hassock position, 24 inches; in swing-up position, 

Price. $69.95. 

Special features, “Velocity boosters,” the manufacturers ex- 
plain, “are specially designed directional 


veins or fins that 
actually ‘straighten out’ the air flow, 


| giving five times the 
penetration of conventional fans.” 


Delivery. Immediate. 


Superior Electric Products Corp. will soon introduce the 
model 1250W > window fan illustrated, left. Termed by its 
manufacturers a “three in one fan,” the 1250W can be used as 
an exhaust, intake, or desk or floor fan. “It can be changed to 
either of these types with little effort,” Superior says. 
Specifications. Air delivery: 1,000 cubic feet 


per minute. 
Velocity: 1650 revolutions per minute 


{ Dimension: height: 
15', inches: width, from 27 to 39 inches. Weight: 16 

Price : $29.95 

Special features. Model 1250W may be converted from one 
type of fan to another with a ! 


» minds 


' iple snap-in arrangement,” 
Superior says. There are no bolts or screws to remove. I 


features a four-pole, high starting torque motor having an oi 
reservoir and felt oil retainer. Its on-off switch is attached to 
1 cord. Fabricated of electrically welded steel, the fan is fin- 
ished in smooth enamel. 


‘ 
1 


Availability. The new fan will be available after April 15 


Superior says. 
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Tools of the Office 


Model TC-3 of the Puro Uniflow Mfg. Co.'s Kelvinator’ s Remeor Products Corp.'s 
Filter Corp. of America model BEC-3-50 model BE-R ‘Cooler Cub’ 


movable stainless steel ! y. a chrome-brass 

EOE GOO IIGG: iets tances, ant & pecomnentty Inteccaned Freon-ret 

, . Ts , ” fan-cooled compressor. The heavy gauge sheet. steel 

Karen Corp.’s Coolstream “Little Betsy” portable electric 


is spot welded and finished in hammertone enamel, Provisio 


water we te “ mall table or desl , ' > > ; 
water cooler fits on any small ible or desk top, can is made for mounting a cup dispenser 


hung from a wall. The user simply fills the unit, plugs it in. Deiurs 
: 
3-, 


Immediate. 
Capacities. One, and 5-gallon water bottles may be used 
Cooling range. Little Betsy will serve 96 four-ounce cups of Kelvinator Division of Nash-Kelvinator Corp. markets the 
water per hour, cooled from 30° to 80> F model BE-R > watercooler seen above, a unit made by Ebco 
Price. $160, Mfg. Co. “This popular water cooler offers the le feature 
Speéial features. According to Cooistream engineers, econo) service of cool drinking water, a roomy cold ‘ compart- 
of space and simplicity were i ved by eliminating all ex ment, and the convenience of ice cube service.” 
he cooler “completely func- Capacities. The unit will accommodate many sizes of water 
| 


traneous cabinet work, making t 
tional.” Standard equipment includes a fully insulated stainless vottles The ‘ ve section will handle a full case of 


steel Hiquid chamber, a cast aluminum drain bucket with a re six-ounce beverage ttles, or seven upright quart bottles 


“Tquipment Round-Up,” covering du PHI description of the Vivid gelatin 
was reported that the copying oper plicating machines duplicator, manufactured by L. ¢ 
tion with Thermo-Fax duplicators (a Frederick G. Ludwig Associates, Snuth & Corona Typewriters In 
product Minnesota Mining & Mig. Deep River, Conn., offers the (Te page OS) 
Co.) takes “15 minutes.” The wording toura, ly photocopier that ci 
should have read “15 seconds.” r ; a brief-case.” Mr at ‘Vivid’ duplicator of L. C. 

Yale Universitv’s phot Smith & Corona Typewriters Ine. 


ON page 59 of last month's issue, 


Similarly, in the table on page 55, 
diazo dup! were listed as operating graphic department, developed Cor 
second (Average: 14-16 tour n order to COpy book o1 

when actually the fig zine pages, including curved, heavy 

been given in “feet per volumes, a company spokesman ex 


rT mana 


minute.” plained. The unit is especially advan 
taveous for duplicating valuable docu 
rHE following data was received too ments or restricted-circulation material 
late for inclusion in’ last) month's which cannot be removed trom. the 
premises. 
F. G. Ludwig Associates’ According to Ludwig Associates, 
‘Contoura’ photocopier Contoura copies anything printed, 
written, or pictured on any kind of 
paper; it copies anywhere (home, office, 
library); exactly (because it produces 
a photographic COpV), mexpe nsively 
(“a few cents each”); quickly (‘ 
hundred per day"); quietly (no moving 
parts), and permanently. Contoura’s 
research model produces an 8&8 x 10 
inch image and costs $39: the legal 
model sells for $59, and makes 8!. x 14 
inch duplicates 


several 
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Tools of the Office 


Karen Corp.’s Coolstream 
‘Little Betsy’ 


Sunroe Co.'s 
standard model 


unit’s two ice trays can produce 28 ice 
hours. 

Cooling range. Perishables can be stored in the cooling com- 
partment at temperatures of 35° or 38° F. 

Price. $300. 

Special features. “The refrigerated compartment seals in 
cold as efficiently as the highest priced refrigerator,” the com- 
pany asserts. Storage compartment and door are lined with 
monel metal, and insulated with genuine cork. * 
a push-button latch, with lock and keys. 

Availability. The coolers are avaiiable for immediate deliv- 

Kelvinator says. 


cubes each every three 


rhe door features 


Puro Filter Corp. of America’s model TC-3 is described as a 
pressure-type automatic bubbler-top water cooler with push- 
button control. It contains a built-in refrigerated compartment 
of stainless steel, and ice cube freezing trays. 

Capacities. TC-3 will accommodate all standard capacity 
water bottles. Its freezing compartment measures one foot 
square; the ice cube trays hold 

Special features. 


24 cubes each. 

Puro coolers feature a special “filter-puri- 
fier” —a self-contained unit within the cabinet. “Foreign matter, 
discoloration, and objectionable tastes and odors are filtered 
from the drinking water immediately before it comes from 
the bubbler or faucet,” the makers explain. T unit also 
features a white vitreous china top, though a stainless steel 
top can be substituted at no additional cost. Puro Corp. an- 
nounces that it is prepared to construct water 
needs or specifications. The TC-3, for instance, can be built as 


coolers to any 


AIR CONDITIONING UNITS 


Carrier Cor 135 Ne 
300 S$ th Ge rddes St., Syracuse ; Remington ie 
Chrysler Corp., Air Temp Div. Auburn Y. 
1800 Webtter St., C wal n, Ohi O. A. Sellen Inc. 
Curtis Refrigerating Machin ane 1812 W. Second 
1S 705 Kienlen Ave. St. u 
The Ebco Mfg. Co. 3300 Como Av 
401 W. Town St., Columbus, O} 
Fedders-Quigan Corp., Unit Air Conditioner Hyde Park, B 


Div. Worthington i. 


57 Tonawanda St., Buffal N. Y Holyoke, Mass. 
General Electric Co., Air Conditioning Div. 
Bloomfield, N. J. York, Pa. 
General Motors Corp., Frigidaire Div. 
300 Taylor St., Dayton, Ohi 
Kisco Co., Inc. 
2400 DeKalb, St. Loui 
Mitchell Mfg. Co. 
2525 Clybourn Ave., Chicaa 639 South Ave., 
Philco Distributors, Inc. 
47-51 33rd St., Long Island Cit 


Carrier Corp. 


130 32nd St., Br 
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Quiet Heet Mfg. Co., Quiet Kool Div. 
ersey R 


United States Air eT Corp. 


Waesliagheues Electric Con. Sturtevant Div. 


York Corp., Air Conditioning Div. 


FANS, AIR CIRCULATORS 


300 South Geddes St., 
Chelsea Fan & Blower Co., Inc. 381 S. Front St., 
Plainfield, N. J. 
Circulators & Devices Mfg. Corp. 
klyn, N. 4 oe 


an explosion-proof unit for hazardous locations. All models 
in this line comply with requirements of the National Bureau of 
Standards, Puro says, and most are approved by Underwriter’s 
Laboratories, Inc. 

Delivery. Immediate. 


Remcor Products Co., a division of Refrigeration Mainte- 
nance Corp., introduced recently the model CB-3C “Cooler 
Cub.” This unit, measuring less than three feet in height, is 
said to take up only two-thirds the space of previous water 
coolers. It has a compartment for storing beverages or foods. 

Capacities, The unit accommodates 1-, 2-, 3-, or 5-gallon 
water bottles. It can hold four 1-quart bottles in its cooling 
compartment. 

Cooling range. Cooler Cub is designed to offer 136 three- 
ounce cups of water each hour at 50° F. if room temperature 
is 70° F. 

Special features. The cooler features a lightweight waste 
receptacle with an “anti-splash” shelf, and rust-resistant steel 
construction finished in opalescent grey 


Sunroc Co. manufactures a line of water coolers including 
bottle-type and pressure models. In describing its products, the 
company says: “The standard models are equipped with a stain- 
less steel base which is Sunroc’s answer to the problem of 
corrosion and unsightly appearance caused by the use of strong 
detergents in cleaning floor areas around the cooler.” 

Capacities. Bottle-type coolers accommodate many sizes 
water jars; the pressure models range in capacity from 5 
30 gallons per hour. 

Prices. Costs range from $177.38, f.o.b. Glen Riddle, Pa. 

Special features. Sedimentation is said to be eliminated in 
these coolers by what the manufacturer terms a “tube-type 
lowside” feature. 

Availability. “Delivery on all standard models can be made 
immediately,” Sunroc says. 

Uniflow Mfg. Co. offers the model BEC-3-50 “Lectric-Ice” 
water cooler seen, p. 49. The cooler features a refrigerated com- 
partment for storing milk, soda, and other beverages. 

Cooling capacity. BEC-3-50 is designed to cool three gallons 
per hour. (It measures 15 5/16 x 15 5/16 x 44 inches.) 

Price. $260, f.o.b. Erie, Pa. 

Special features. The unit features an open-top storage tank 
which permits easy cleaning. Refrigerant tubes are bonded to 
the outside of the tank. Also featured are its chrome plated 
push-button faucet, its stainless steel waste receptor, and its 
. rubber bottle ring. The cooler is in- 
sulated with Fiberglas and contains a hermetically sealed 
Tecumseh condensing unit. Finish is brown, with white top. 

Delivery. Immediate. 


‘odorless and tasteless” 


Manufacturers’ List 


Diehl Mfg. Co. 


R. Ave., Newark, N. . Fin Plar rr 


Deane Electric Mis. a 
8100 Florissant Ave St 
Fasco Industries 
Wichita, Kar 400 Davis St., R 
Fresh'nd Aire Corp. 
t 33rd, Minnear 22! N. LaSalle St., Ct 
G-M Laboratories, Inc. 

4312 N. Knox Ave., Ch 
General Electric Co. 

Small Appliance Div. 

1285 Boston Ave., Bridgeport, C 
The A. C. Gilbert Co. 

Peck St., New Haven, Conn. 
Edwin F. Guth Co. 

2615 Washington Blvd., St. 
Hunter Fan & Ventilating Co. 
Memphis, Tenr 
Ilg Electric Ventilating Co. 

2850 N. Pulaski, 


(To page 67 ) 


Syra ise, N. Y. 


Chicago 
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regulated. The desk is arranged neatly and conven- 
iently. “The calendar is kept up to date, pencils are 
sharpened, stationery, supplies replenished. Personal 
needs, such as cigars and cigarettes, should be antici- 
pated. 

“Being hostess for the emplover’s office. She culti- 
vates a uniformly poised and cordial manner that 
will enable her to meet callers and, if necessary, turn 
them away with diplomacy and friendliness. She real- 
izes that the impression which she makes determines 
to a great extent their opinion of the organization. 
It is imperative that this be favorable. She discovers 
the caller's mission, mentally classifies him, and de- 
cides whether she will interrupt her employer for an 
immediate interview, arrange one for the future, or 
whether she can give the necessary information.” 

In addition to serving as hostess, housekeeper, and 
guardian for the employer, the Gibbs girls are trained 
to be good to inarticulate bosses: 

“Assisting her employer during dictation by being 
as unobtrusive as possible. The skillful secretary does 
not show restlessness or impatience.” 

Whether any one secretary is called upon to dis- 
play all these attributes for any one employer is du- 
bious, but the Gibbs system is to prepare a graduate 
for all contingencies, and as many employer idiosyn- 
crasies as can reasonably be foreseen. 


‘Trial’ Interviews with Prospective Employers 

And employers, whether they actually ever call on 
all these qualities or not, find them valuable enough 
to make every effort to persuade Gibbs graduates to 
enter their companies. The school has a system by 
which its students are sent out on trial interviews 
long before they graduate, to learn something of vari- 
ous fields in which they are interested, and also to 
become familiar with office interview procedure. 
Leading companies cooperate in this process, even 
though they recognize it is only a part of the Gibbs 
training, and will produce no immediate results. 
There is always the chance that the student will like 
the company well enough to come back and apply 
for a job after graduation. 

This trial interview procedure also benefits the 
school placement office, since each student is required 
to submit a full, written report on each of her two or 
more trial interviews, describing the company, its 
policies, its atmosphere, and her general impressions 
of what it would be like to work there. These records 
are kept in the placement office, as a further guide in 
counseling graduating students who are actually look- 
ing for a job. 

In addition, a series of “coffee hours” are held be- 
fore the schools’ graduation dates throughout the 
year, at which representatives of various business 
concerns are guests. Here most of the businessmen 
perform somewhat the same function as a recruiting 
team touring the nation’s colleges in the spring look- 
ing for bright young executive material. The guest 
describes his company, the benefits of working for it, 
and, in as vigorous a way as “coffee hour” conven- 
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It’s the Extras That Make the Difference 


(From page 22) 


tions permit, tries to implant the idea that all pres- 
ent would be well advised to work for his concern. 

Why? The average Gibbs graduate is in her late 
‘teens or early twenties. If for no other reason than 
the training in grooming and social qualities given 
her at the school, she is above average in attractive- 
ness. She would never have been admitted to the 
school in the first place if she had not been intelli- 
gent. All factors combine to make her a more than 
likely candidate for marriage and early retirement 
from the business world. What benefit does a com- 
pany gain from making strenuous efforts to get the 
graduates, paying a higher than average salary to 
those whom it does employ, often putting them 
through a training course, only to lose them within a 
few years? 

There are, of course, instances, at least one of 
which is authenticated, of bosses, having lost other 
Gibbs graduates to marriage, who applied again with 
matrimony in mind for themselves, and enough em- 
ployvers do marry Gibbs girls for the placement office 
to have a special KGH category in its employer file 
for “Katharine Gibbs husbands.” 

But it is probably a safe assumption that this is 
the exception rather than the rule in the average 
large corporation. Yet, even in times when there is 
no secretarial shortage these companies feel it is 
worth the additional time and expense to get Katha- 
rine Gibbs graduates. Although the employers know 
that the great percentage of the Gibbs graduates they 
hire will not make a lifetime career of the business, 
nevertheless a certain percentage will. And they will 
be women who can move up through the company 
hierarchy, unless it is a concern in which top jobs are 
virtually closed to women. Socially and profession- 
ally, they will always be a credit to their employer. 

This is the businessman's view of the situation. 
What about the Gibbs girl herself? Is the stiff train- 


(To page 70) 
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“Leave your name and address. V'll get in touch with you 
if nothing better shows up.” 
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ASSOCIATION NEWS 


Life Managers’ Association of Greater 
New York recently elected Thomas L. 
©’Hara as president. Mr. O'Hara is 
a district manager for the Metropoli- 
tan Life Insurance Co. Lambert M. 
Huppler was named vice-president of 
the association, and Joseph MacGrath 
Jr. was elected secretary-treasurer. 


THE Transcription Supervisors Asso- 
ciation recently heard Jules Manson, 
senior supervising mediator of the 
New York State Board of Mediation, 
speak on “Growth and Development 
of American Industry.” 

Mr. Manson described the psycho- 
logical effects that the development of 
a mighty industrial civilization has had 
on the basic production worker, say 
ing that many problems faced in the 


When booklet covers . . . in- 
struction books . . . menus call 
for cover stock — and the 
work’s to be done by offset 
duplicator you can run into 
trouble. But not if you use 
Atlantic Cover. 


The finish of some cover stock 
is just too hard to “‘take’’ the 
ink. The result? — smearing, 
offsetting, ink that’s still wet 
weeks later. 


ATLANTIC BOND [WuUtlss PAPER 


past by industrial workers are today 
being met by office employees under 
the growing standardization of office 
methods and procedures. 

He stressed the assertions that the 
industrial revolution has not ended, 
that nations today are only beginning 
to enter a new phase of that revolu- 
tion: the atomic phase. Some of the 
earlier technical problems brought by 
industrialization have been solved, he 
contended, but the human problems 
brought by the “introduction of the 
belt line into almost every aspect of 
our life” are far from solution. 

Labor—either in the plant or the 
office—cannot be regarded as an inani- 
mate factor in production, he said, 
adding that an intelligent program of 
employee relations, which is not pa- 
ternalistic and which gives the em- 
ployee a feeling of participation, is 
vital to a successful working atmos- 
phere. A sense of participation is es 
sential, he emphasized, in reviewing 


YouCant GoWion 


LL MADE 


Next time you've an offset du- 
plicator job to be done on cover 
stock — try Atlantic. You'll 
find it a thirsty, workable 
paper that turns out clean, 
clear jobs time after time. 
Atlantic Cover prints well, 
folds well and comes in a rain- 
bow range of attractive colors. 


For sample packets write 
Eastern Corp., Bangor, Maine. 


fasteen 


MADE BY EASTERN GORPORATION + BANGOR, MAINE 
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the experience of companies which in- 
stituted employee-relations programs 
“from above,” and then found that 
workers resented “things being done 
for them.” ‘Today, Mr. Manson ob- 
served, both the office and plant work- 
er must be consulted before any new 
programs are instituted. 


THE Office Executives Association of 
New York, at a recent dinner-meet- 
ing, heard Al N. Seares, vice-presi- 
dent of Remington Rand Inc., assert 
that the capacity of management to 
increase efficiency and reduce costs is 
“unlimited” if modern — fact-linding 
methods and procedures are properly 
utilized. Addressing OEFA's “Top 
Management” night, Mr. Seares said 

“The office resources of America 
are unlimited, providing management 
properly utilizes and coordinates the 


FOR other association news— 
of the formation of a new 
NOMA chapter in Westchester, 
N. Y., and the recent "Little 
Business Show" held by the 
Transcription Supervisors Assn. 
—see page 27 and the news- 
pictorial section, page 37. 


personnel now available with the mod- 
ern fact-finding equipment being pro 
duced, and about to be produced, by 
manufacturers of office equipment.” 

He added that the utilization of this 
equipment “presents a challenge to 
management” and outlined a ten-point 
program for effective use of new man- 
agement tools. The ten points were: 

1) Segregation of planning from 
operations. “No plant or office can 
obtain such objectives without having 
a full time group to put such a pro- 
gram into effect and carry it out on a 
permanent basis.” 

2) Work measurement. “The meas 
urement of clerical output is one of 
the most effective tools for increasing 

efficiency and at the same time 
reducing clerical costs.” 

3) Motion and time study. “The 
combination of motion and time = in 
conjunction with work measurement 
offers office management the oppor 
tunity to put its human and mechan 
ical resources to greater use.” 

4) Incentives. “Incentive plans pre 
dicated upon extra pay in addition to 
the base salary for extra accomplish- 
ment over what might reasonably be 
expected can be adapted for many 
types of office operations. However, 
before any such plan can be inaugu- 
rated it is essential that all work so 
performed be analyzed and units of 
measurement determined.” 

5) Office layout. “The time has 
come to have office layout placed on 
the same scientific basis as that of 
the plant. There is no fundamental 
difference between a work station in 
the plant and one in the office.” 

6) Mechanization. “No procedure 
should be mechanized until it has 
been subjected to detailed investiga- 
(To page 57) 
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These heavy gauge steel files do triple duty. They save val- 
uable floor space and greatly improve the appearance of your 
office. Prompt customer service by eliminating unnecessary 
steps to and from files. Drawers glide on ball bearings. 40°’ 
high, 1434’ wide, 2658’ deep. Olive green or Cole gray. 


om *46% 


With plunger-type lock that automatically locks 
all drawers, No. 12031B $55.95 


Two letter file drawers and two double 
index drawers for 3x5 or 4x6 cards 
(6400 capacity). Card drawers can also 
be used for cancelled checks. 40” high, 
1434'' wide, 265s8'’ deep. Green or Gray. 


No. 1222 $5395 


Prices slightly higher in Texas, Colorado and West of the Rockies 


@ CONTINUOUS STEEL TOP 
LINOLEUM COVERED 


For 
2 Cabinets 
3 Cabinets 
4 Cabinets 
5 Cabinets 


No 

2T 
3T 
4T 
5T 


Width Price 

30° $42.50 
445." 54.50 
60” 66.50 
7454 79.00 


Green or Gray 
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“COMBO” UNIT Letter Size 


No. 700 consists of two letter size 
files on sanitary base. 14°94" wide, 


30!2 high, 16” deep. $30.25 


“COMBO” UNIT egal size 


No. 701 consists of two legal size 
files on sanitary base. 18%4 wide, 


30'2" high, 16” deep. $34.65 


_ COLE 


NO. 
11] 
a2 


NO. 
121 
151 


CARD and LETTER FILE 

No. 702 has two letter files plus 
two 4 x 6 card drawers (3200 cap.) 
on sanitary base. 1454 wide, x 


3634" high, x 16” deep. $37.45 
CARD and LEGAL FILE 


No. 703 has two legal files plus 
two 5 x 8 card drawers (3200 cap 
on sanitary base. 1834" wide, x 


372" high, x 16” deep. $44.25 


The cabinets illustrated on this and the opposite’ pages represent 


only a few of the combinations made to meet your own particular 
needs. They can be interlocked with standard 3x5, 4x6 or 5x8 
card cabinets. Cole’s ‘Interlock’’ units are small enough to fit into 
any closet or corner, yet large enough to house any filing system. 


ONE DRAWER CABINET 


WIDE 
Letter Size 1434" 
Legal Size 1834" 


HIGH 
12%" 
12%" 


A smooth gliding, roller bearing drawer file for personal use in 
home or office. Made of heavy gauge steel. Equipped with spring 
compressor for record protection. Can be interlocked with other 
units of Cole’s “Interlock’’ system. Build them higher as your 
business grows. Olive green or Cole gray. 


DEEP PRICE 
16" $12.50 
16” 14.50 


PRIVATE SAFETY CABINET 


WIDE 
1434" 
1834"' 


LETTER FILE & SAFE UNIT 


No. 704 has a letter file plus a 


private safety cabinet with lock 
and key. 14°94" wide, x 30'2” high, 


x 16” deep. $30.25 
LEGAL FILE & SAFE UNIT 


No. 705 has a legal file plus an 
extra large private safety cabinet 
with lock and key. 1894” wide, x 


30'2" high, x 16” deep. $34.65 


LOCKS ¢ 


hee 


A heavy gauge steel safety cabinet protected by lock and key 
for housing private papers and other office records. Olive green 
or Cole gray finish. 


HIGH DEEP PRICE 
12%" 16” $12.50 
12%" 16” 14.50 


“COMBO” UNIT No. 706 


Has a letter file, a private safety 
cabinet with lock and key plus two 
4 x 6 card drawers (3200 cap.). 
1434" wide, x 36%4"" high, x 16” 


deep. $37.45 
“COMBO” UNIT No. 707 


Has a legal file, an extra large 
private safety cabinet with lock 
and key plus two 5 x 8 card draw- 
ers (3200 cap.). 1894" wide, x 3712" 
high, x 16” deep. $44.25 


10 per drawer 


e pages $? 


STEEL EQUIPMENT COMPANY. 


285 Madison Av 


enve, i 
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New York 17, 


N.Y 
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“LEGAL BLANK” CABINETS 


Used for electros, engravings, legal forms, letterheads and 
other office forms. Heavy steel, full length drawers equipped 
with rear hood for protection of contents. Nickled drawer 
pulls and card holders. Rubber feet prevent marring of furni- 
ture. Can be interlocked with other units illustrated. 
CABINET SIZE INSIDE DRAWER 

NO. Wide High Deep Wide High Deep PRICE 
C166 14%" 12%” 16” 13%” 2° isn $12.50 
C266 183%" 12%” 16” 17%" 2° 15%” 19.95 


“COMBO” UNIT No. 708 “COMBO” UNIT No. 710 
A letter size file plus five “legal Used for X-Ray films, photographs, 
blank’ drawers (inside dimensions electros, legal blanks or other 
13’ wide, x2” high, x 1578 deep) printed forms. Has a large size 
on a sanitary base. 1454"' wide, x private safety cabinet protected by 
30!2” high, x 16” deep. $31.50 lock and key. Five double size 
“legal blank’ drawers (inside 
“COMBO” UNIT No. 709 Bac dimensions 17's” “ony x 
A legal size file plus five double 2” high, x 1538 deep) plus three 
“legal blank” drawers (inside di- drawers for 3 x 5 cards (8400 cap.) 
mensions 17'4"' wide, x 2” high, x on ao sanitary base. 1874" wide, x 
1532 deep), on a sanitary base 35!2" high, x 16” deep. $54.95 
1854" wide, x 3012” high, x 16” 
deep. $42.95 


Above contains removable 
center drawer steel partition. 


ADD-A-SECTION 


Cole’s popular interlocking units will save you 
time and valuable space. Designed so that you 
can build your own filing system to suit your par- 
ticular needs. These are all 16° deep, 145%: wide 


(letter size). 


CABINET for 4x6 CARDS 
No.C3462 $7.20 


CABINET for 6x4 CARDS 
No.C3364 $20.00 


CABINET for 9x 6 FORMS 
No. C3962 $19.20 


‘LEGAL BLANK’ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


PRIVATE SAFETY Cabinet 
No.121 $12.50 


SANITARY BASE 
No.111B $6.25 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST. 


STEEL EQUIPMENT COMPA 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


iy oem 


SANITARY BASES 
for all size files $360 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 
solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER SIZE $3 55 last a lifetime. 


=<" pronto 
CHECK size > 24° 
Prices slightly higher in Texas 


Celorade ond West of the Racktec. Ss T 9 a A G e FE L E s | 


FOLLOW 
BLOCKS 
90 ¢ ADDITIONAL 

Made for any size file 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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ASSOCIATION NEWS 
(From page 52) 


tion and careful analysis. The 
average office machine is relatively in- 
expensive compared with the salary 
paid the worker.” 

7) Form control. 
the greatest sources of cost control. 
Three ends are sought: centralized 
control of all forms; standard design, 
reproduction, utilization, and housing; 
and elimination of obsolete, duplicate 
and unnecessary forms.” 

8) Record retention. “Management 
can save vast sums in this field by es- 
tablishing an active, aggressive pro- 
gram to control the birth, specify the 
life, and insure the destruction of each 
record as soon as it has outlived its 
usefulness.” 

9) Manuals of instructions. “With- 
out written instructions, it is easy for 
a procedure to become impaired, for 
clerical efficiency to be reduced, and 
office costs to be increased.” 

10) Skill development and in-service 
training. “Clerical efficiency can be 
great'y augmented if the individual 
employee can be so trained as to in- 
crease his own productivity.” 

Mr. Seares said the application of 
these 


“Here is one of 


ten principles can be accom- 
plished by “divorcing planning of of- 
fice work from its execution” and 


providing trained personnel and tools 
necessary to carry out the planning. 

“Such up-to-date instrumentation,” 
he said, “provides a radar screen to 
management to project realistic think- 
ing and sound planning. It is a chal- 
lenge to all of us to bring to the office 
the same degree of efficiency that is 
obtained by so many of our manufac- 
turing associates.” 


THE National Association of Cost 
Accountant’s Syracuse chapter will 
sponsor next month the Central New 
York Business Show. Slated for May 
14-15, the show will be held at the 
Onondaga County War Memorial 
Auditorium in Syracuse. It is esti- 
mated that 100 booths will be fitted 
into the vast auditorium, from which 
exhibitors will display their latest 
wares 


Tit Wood Office Furniture Institute, 
at a general membership meeting in 
the Mayflower Hotel, Washington, 
re-elected all officers and executive 
committee members for a second term. 


Officers are: W. T. Powell, Myrtle 
Desk Co., High Point, N. C., presi- 
dent; Sterling Lord, Leopold Co., 
Burlington, lIa., vice-president, and 


Raphael Blessinger, Jasper Desk Co., 
Jasper, Ind., treasurer. Executive 
committee members re-elected are: A. 
F. Kreig, Jasper Seating Co., Jasper, 
Ind.; J. K. Boling, High Point Bend- 
ing & Chair Co., Siler City, N. C.; and 
R. k.. Sturm, Jasper Office Furniture 
Co., Jasper, Ind. 

he institute membership gave final 
approval to a new dealer merchandis- 
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ing program known as “Certified Of- 


, 


fice Planning Service.” Kenneth Rip- 
nen, institute layout consultant, spoke 
on the space planning aspects of the 
program, while Faber Birren, WOFI 
color consultant, explained the role 
that color coordination would play in 
the new plan. 


Systems and Procedures Association 
recently formed a second chapter for 
the Los Angeles area. D. Y. Cole, 
Northrop Aircraft Inc., the newly- 
elected president, observed that SPA’s 
national by-laws permit only 60 mem- 
bers per chapter, and that the “in- 
creased demands by business and 
industry for membership” necessitated 
the new Los Angeles unit. 

The new chapter, named the South- 
ern California Chapter, has a starting 
membership of 26 executives. New 
York is the only other city having two 
local SPA chapters. 


AUTOMATICALLY with the new 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 
their proper jobs—let the 
Macey Collator do your 
gathering and assembling 
chores. One semiskilled 
operator can set up a job in 

15 minutes, then gather up to 
24,000 sheets per hour. Time, 
man-hours and money saved. 
(The Macey pays for itself very 
quickly.) We welcome a 
chance to demonstrate just what 
this machine will do for you. 


distributed by 
HARRIS-SEYBOLD CO. 


Special Products Divitiow 
Cleveland 5, Ohio + Since 1896 


OFFICE MANAGEMENT AND EQUIPMENT 


COMING EVENTS 


National Assn. of Cost Accountants 
March 24-27 
6th Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
« 
Management 
April 8-10 
Manufacturing Conference 
Hotel Statler, New York 
* 
Suggestion Plans Association 
Southern California 
and the 
National Assn. of Suggestion Systems 
Los Angeles Chapter 
April 13 
West Coast Regional Conference 
Hotel Statler, Los Angeles 
(To paye 59) 


American Association 


of 


er ee ee ee | 


Harris-Seybold Co., Dept. © 
Cleveland 5, Ohio 


Please send me details of the Macey 
Collator. 
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Some 9,500 people were in South Amboy, N.J., 
that drizzly evening in 1950. At the water- 
front, longshoremen were transferring the 
last of 12 freight cars of ammunition to light- 
ers that would carry it to a waiting vessel in 
Raritan Bay. 

But the City Hall clock never got to 7:27— 
and the freighter’s deadly cargo never got 
loaded. Explosions shattered windows over a 


radius of 12 miles; and hundreds of people 
looked at their arms and legs and saw that 
flying daggers of glass had stabbed them. 

At dawn, 312 of the injured had been counted. 

* * * 

Such disasters have happened many times be- 
fore in America. They could happen again. 
And if they do—and when they do—there 
must be blood plasma on hand to take care 


of the injured. For blood saves lives! 

But blood cannot be mined or manufactured. 
It must come from the veins of healthy men 
and women. Men and women who feel concern 
for a suffering neighbor. So give blood—now! 
Whether your blood goes for Civil Defense 
needs, to a combat area, or to a local hospital 
—this priceless, painless gift will some day 
save an American life! 


Business Executives! 


y Check These Questions! 


If you can answer “yes” to most 


of them, you—and your com- 
any—are doing a needed job 
or the National Blood Program. 


Have you given your em- 
rane time off to make 
lood donations? 


Do you have a Blood Do- 
nor Honor Roll in your 
company ? 


CALL YOUR 
RED CROSS TODAY! 


National Blood Program 


Have you set up a list of 
volunteers so that effi- 
cient plans can be made 
for scheduling donors? 


Have you arranged to have 
a Bloodmobile make regu- 
lar visits? 


Has your management en- 
dorsed the local Blood 
Donor Program? 


Have you informed em- 
ployees of your company’s 
plan of co-operation? 


Was this information 
iven through Plant Bul- 
etin or House Magazine? 


Has your company given 
any recognition to donors? 


Have you conducted a 
Donor Pledge Campaign 
in your company? 


Remember, as long as a single 
pint of blood may mean the dif- 
ference between life and death 
for any American . . . the need 
for blood is urgent! 
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COMING EVENTS 


(Continued) 


Soc. for Advancement of Management 
and the 
American Soc of Mechanical En- 
gineering, Management Division 
April 16-17 
Time Study and Methods Conference 
and 
National Industrial Science Show 
Hotel Statler, New York 
e 
Board of Trade of Great Britain 
April 27—May 8 
British Industries Fair 
Olympia Hall, London 
National Assn. of Cost Accountants 
May 14-15 
Central New York Business Show 
Onondaga County War Memorial 
\uditorium 
Syracuse, N. Y. 
& 
Institute of Internal Auditors 
May 17-19 
12th Annual Conference and Exhibit 
Hotel Statler, Cleveland 


National Office Management Assn. | « « «fUles forms and leader lines, composes type. . 


May 24-28 

Annual “All Purpose” Business Show all at the same time I 
Mechanics Hall, Boston 

34th Annual Conference 
Statler Hotel, Boston 


‘h-10.2 PT RULES 


PUSH-BUTTON OPERATION gives 
° you any kind of a ruled line or com- 
Controllers’ Congress - ~ bination of lines for any kind of a 
National Retail Dry Goods Assn. fe ¢ : form—even directly on Litho-Plates, 
May 25-28 ; Stencils—or straight for photo-offset. 


33rd Annual Convention ’ ao Type matter is added at the same 
Hotel Roosevelt, New Orleans fa time—all in one operation. Automatic 
bd if justifier gives the ruled lines and 


Association of American Railroads mee couneaities eveand mania 
Accounting Division yP pos gins. 


ie a Change types in the middle of the 


59th Annual Meeting & Exhibit job, if you like, any size or style... 
Edgewater Beach Hotel, Chicago 
e 
Dominion of Canada 
June 1-12 . 
Canadian International Trade Fair DS] Type Srytes nave an the 
Exhibition Park, Toronto a, cinema and quality of fine 
e printing. Differential letter 
Office Appliances and Business spacing is automatic... all in 
Equipment Trades Association of keeping with professional type 
Great Britain composition, The DSJ oper- 


June 16-26 ‘ : : 
Business Efficiency Exhibition ates like a typewriter, in your 


Olympia Hall, London own office, and supplies all 
e type needs from an office form 
Natsonal Machine Accountants Assn. to a house organ. 
June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee ’ 


* 
American Chemical Society 
Sept. 9-11 [o> 4 ead | RALPH C. COXHEAD CORPORATION 
Symposium: Equipment for the Prep- od 720 Frelinghuysen Avenue, Newark 5, N.J. 
aration, Reproduction, and Utilization Please send me Vari-Typer Booklet 149 

of Technical Information 
Palmer House, Chicago A ; 
* This entire ad is an ‘office’ job. | 


ee ee oe r , Body copy was ‘written’ on the 
Office Executives Assn. of New York Saf ant beads wees phadocen- 


1953 National Business Show posed on the HEADLINER. 
October 19-24 
Grand Central Palace, N. Y. 


April, 1953 OFFICE MANAGEMENT AND EQUIPMENT 


Ps} s od ‘aa | CRAs ot SS ae ee. ‘9 ee 9 i Oe eae » # 1 cr ae ae oa i . 
| a Boa ae h Le | We or ae ae eee eee . | ae aor ¥ Eb et ( ae ae za, veo 
* 
' ’ 
EE A 
ot 
es | | 445 ; | ‘2 a . 
een § Design and Produce Your Own © pal 
“4 2 eats 
ar. ae : hey 
“ile i ae E 
/: ad _ N LEADERS al 
: i) ; 3 4 
ee ae ’ ~ Shh 
SERVICE ORDER i. = 
“Tome | cat teamrony | To , 
’ via) SAL ——— 
HAIRLINE RULE rr Tenancy custouens COO snr ene aa | a ; 
| q 
OWNER'S NAME 
| compan’ ee 
| ad TaTe ‘ Be 
} asl z STREET ADORESS OME s ae, < 
- oon SCOTCH RULE Pi 
| city irvee ©  —_-_ 
eescaries oe - 
“en | amt. | CODE WO. pe ; a me cae 
— : OU ——————— ee = ae ] ay 
1 — 4—_+— ae a —_ . ae 
VERTICAL RULES 2 Ot weabens & : 
fae is; 
— ee: 
; en ie ay q ss Pi 4 
i a 
"ii 
. Ke 
« 
i 
rs i | 
Sa hg 
: + ia 4 
Sat 
ae 
‘ 
cae 
’ ae 
| 
ni 
bre 
‘ F | ah 
at 
Si “3 Fg 
bod : | 
cd , s 
EItecs ire j — dF 
DS Men V4 ee lane 
“< "a 7%. } . re? cane 
Wey Ta. cot % ~ oat! 
a i” “2g DoF % ia 
i 
| 23 
| TM ciissiiincnsthtiniinpecnnnniinteinnnans | re 
CE TY cocevenscosenmnnerce BOMB ase A PEccasenone mers 
CLARE EIA TASR NS : . 
ee 59 oe 
oe) 
"ee. 
ie 
, aa 
jaa 7 ae — i FS ia Te 7 om asa ny! ae. Eee eer es pads. j sey ‘ 
« “a Rhea a et a ¢€ ya ee ily 1 a ae | 1 ers | P Tes | aa ap A ies By pea é pie 


PEOPLE IN THE NEWS 


W. P. Jones, president of Servel Inc., 
recently entered that select circle of 
executives known 
collectively as “Men 
of Distinction.” His 
likeness can current- 
ly be seen in na- 
tional magazine ad- 
vertisements for Cal- 
vert Distillers Corp. 
It is one in a series 
of ads in which Cal- 
vert features “a man 

W. P. Jones who has come up 

the hard way.” 

Now called the “dean of refrigerator 
salesmen,’ Mr. Jones started his ca- 
reer as a restaurant owner, a picture- 
frame salesman, and a _ refrigerator 
serviceman. He became a salesman 


for Frigidaire, then manager, and then 
owner of a Frigidaire distributorship. 
Later, with Servel, he served as edu- 
cational advisor, advertising manager, 
and sales promotion manager. In 1935, 
he joined Fairbanks-Morse as execu- 
tive vice-president, and later, when 
that firm was bought by Philco Corp., 
was placed in charge of the appliance 
division. In 1949, Mr. Jones returned 
to Servel as president and general 
manager. 

He is the sixty-second executive 
honored by Calvert as a “Man of Dis- 
tinction.” 


Victor H. Davidson was recently elec- 
ted board chairman of L. C. Smith & 
Corona Typewriters Inc., succeeding 
the late Samuel G. H. Turner. In 
other appointments, James F. Towers 
was named chairman of the executive 
committee, while Harold Edwards and 
James B. McCormick were elected 
members of the same body. Mr. Tow- 


Today Writing is Safe-Easy "7 


with Safe-T- 


Here’s the Finest Writing Set 
Ever Developed for the Desk 


Tip it—drop it—roll it—right side up or upside 
down, the new Berr M. Morris Sate-T-Set cannot 
spill—will not leak, yet the pen in the well is al 
ways in actual contact with the ink.* One qaick 
dip delivers pages of smooth, constant flowing, 
trouble-free writing. 2 full ounces of ink in the 
new Safe-T-Set means less frequent filling. De 
signed for beauty and built to withstand the tough 
est requirements of any office, the Sate-T-Set 1s 
the newest member of a famous family. Com 
plete desk top equipment by Bert M. Morris Co., 
manufacturers of Morriset, Fountain Pen Desk 
sets, letter trays, bookends, memo pads, ash trays, 
sponge cups and phone rests 


PUBLICIZED ON RADIO AND TELEVISION 


BERT M. ORRIS CO. 


Dept. 4-OME, 8651 W. Third St., Los Angeles 48, Calif. 
New York Branch Office: 381 Fourth Ave., New York 16 
tn Canada: McF arlane Son& Hodgson Ltd., Montreal, Que. 
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Play it safe—play it smart—the MORRIS 

stus SAFE-T-SET for long life and smooth writ- 

a ing — available in Grey — Bronze —Walnut — 
BROAD Mahogany — Green — Maroon & Ebony 

Show Frequentiy 

MEDIUM DO YOU REPLACE 


~a YOUR PEN POINTS? 


FINE 1 is o fact that in actu equipped with tipped 
a! use ond with normal points ond each point is 

“BB care, “tipped” points tested and approved ot 
EXTRA FINE outlast others by far factory for writeability 


WRITE FARTHER, 
WRITE EASIER 
All Morris sets ore 


* By removing the pen you can see the ink 


AND EQUIPMENT 


ers was also chosen as a member of 
the finance committee, to which Harry 
W. Davis was re-elected chairman. 

Mr. Davidson has been in the em- 
ploy of the company continuously 
since 1910, has been a vice-president 
since 1934, and executive vice-presi- 
dent since 1951. He is a director, and 
a member of both the executive and 
finance committees. 

Mr. Towers, who recently retired as 
board chairman of Ford, Bacon & 
Davis, has for many years been a di- 
rector and member of the Smith- 
Corona executive committee. Mr. Ed- 
wards is president of O. M. Edwards 
Co., Syracuse, N. Y., and Excel Corp., 
Elkhart, Ind., and is a director of 
Smith-Corona. Mr. McCormick, who 
joined the ftirm in 1919, has been a 
vice-president since 1935, and a direc- 
tor since 1948. 


J. H. O’Brien recently became treas- 
urer of the Peoples Water & Gas Co. 
of Florida. 

Mr. O’Brien start- 
ed in the utility busi- 
ness in 1924 in his 
home town of Me- 
chanicsville, N. Y., 
where he worked for 
the New York State 
Gas and Electric 
Co., then known as 
Halfmoon Light, 
Heat & Power Co, J. H. O'Brien 
In 1928 he moved to 
Saugerties, N. Y., where for 13 years 
he was assistant treasurer of the Saug- 
erties Gas Light Co., now the Central 
Hudson Gas & Electric Co. 

In 1941 he joined his present com 
pany where since 1945 he has served 
as assistant treasurer. Peoples Water 
and Gas Co. is the utility tirm serving 
the famed “Gold Coast” of Florida, 
an area ranging from Miami Beach to 
Fort Lauderdale. 


Dr. Philip R. Marvin was recently 
elected vice-president of Common- 
wealth [Engineering 
Co. of Ohio. It was 
announced by Mal 
vern J. Hiler, pres- 


ident, that Dr. Mar 
vin would take 
charge of customer 


A 
\ A relations and con- 
i 


tract negotiations for 
this industrial re- 
search firm. The new 
vice - president was 
formerly associated 
with Booz, Allen & Hamilton, Chica- 
go, as a senior management consult- 
ant. Prior to that, he served as direc- 
tor of research and development for 
the Milwaukee Gas Specialty Co. 


P. R. Marvin 


Mrs. Moselle Taylor Meals is the new 
president of Taylor Chair Co., Bedford, 
©., according to announcement made 
by the firm's board of directors. She 
succeeds her father, the late Joseph F. 
Taylor, who served as president for 30 
years until his death last November 30. 

Mrs. Meals moves into her new post 
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T= DO YOU 


Do you desire the Best in Specials? 
For example: 


Carbon sewed in Binders 
¢ Carbon for Ozalid systems, for Duplicating Systems 

* Opaque Ribbons for Photography 

* Carbon Ribbons for |.B.M. or other machines 

¢ Carbon in School Folders 

¢ Sharp, Clean Carbon for Accountants’ Balance Sheets 
¢ Varityper Carbon 


¢ Ribbons or regular Typewriter or Pencil Carbon 


¢ Silk Ribbons 

¢ Nylon Ribbons 
¢ Addressograph, Tabulating, Teletype, Checkwriter 

¢ Ribbons for |.B.M., Interpreter, Printer, Bank 

Proof or Executive machines 

* Ribbons for Offset work, Laundry Marking Ribbons 

¢ Opaque ribbons for Blue Print, Stencil cutting ribbons 
Checkwriter ribbons, Speedaumat, etc. 


Whatever you use, the Kee Lox Mfg. Co. is known as 
Headquarters for all special widths or lengths of 
inked ribbons. 


WRITE 


or any of its 32 Branches in the larger Cities of the U. S. A. 


Special Export Prices for orders shipped abroad. Agencies open 
in Foreign Countries. Write, attention Export Dept., Rochester 
I,N.Y., U.S.A, 


PURCHASE OFFICE SUPPLIES? 


KEE LOX Mfg. Co., Rochester 1,N. Y. 
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ORR OTT PT Re TET 
| CRAFTSMAN 


CHAIRS 


What's So 
important 


About a Chair? 


Probably no one, except a chair 
company, ever called a_ board 
meeting to discuss office chairs. 
Certainly office furnishings don’t 
command the attention that, say, 
corporate taxes receive. 


Yet—and stop to consider this 
—your office chair is one of the 
most important adjuncts of your 
business. 


You spend more time in your 
office chair than in any chair in 
your home. So, too, for your 
office personnel. 


Before you buy a lounging chair 
for your living room, you examine 
it for comfort and durability. With 
office chairs, isn’t it even more 
important to be as particular? 


build CRAFTSMAN 
CHAIRS with pride from selected 
woods to withstand rigid tests of 
comfort and durability—tests that 
only fine wood office chairs can 
pass with flying colors. We think 
you'll prefer them, as have thous- 
ands of executives. 


We 


May we send you the name of 
your nearest dealer? 


Jasper 
SEATING COMPANY | 


JASPER, INDIANA 


OUR AIM: EXCELLENT WOOD OFFICE CHAIRS 
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PEOPLE IN THE NEWS 


(Continued ) 


from the position of vice-president in 
charze of sales and design activities 
During earlier experience, she man 
aged the contract division, and also 


served as close 


her father 


personal secretary to 


In addition to Mrs. Meals, the Tay-or 
Chair Co. executive staff is comprised 
of John A. Hunter, vice-president and 
treasurer; W. Dean Hopkins, secre- 
tary; Robert M. Crippen, sales man- 
ager; Milton L. Tinsley, superintend- 
ent, and H. N. McLellan, cost and eft- 
ciency manager. 


R. L. Forsberg was recently named 
expense and systems director of the 
Airtemp Div. of 
Chrysler Corp., it 
was announced by 
C. E. Buchholzer, 
Airtemp president. 
Mr. Forsberg has 
been budget director 
of the division since 
1948. He will work 
in conjunction with 
general auditor R. 
R. L. Forsberg F, Bertram, co-or 
dinating expense and 
activities, and will continue 
all budget and_ tabulating 


systems 
to direct 
functions. 
With Airtemp since 1936, 
berg named assistant 


Mr. Fors- 


was budget di- 


rector in 1943. The same year he was 
advanced to manufacturing budget an- 
rector and government property offi- 
During World War II, he served 
two and a half with the Army 
Ordnance Department. 


cer. 


years 


E. H. Tiffany a. has been elected to 


the board of directors of Monroe Cal- 
culating Machine 
Co., it was an- 


nounced recently by 
A. B. Connable Jr., 
board chairman. The 
new director has 
served as Monroe's 
public relations and 
advertising counsel 
for the past six 
years. He is_ vice- 
president of L. H. 
Hartman & Co, a 
New York advertising agency. 


E. H. Tiffany 


In another action, Monroe president 
W. G. Zaengleni announced the ap- 
pointment of Thomas R. Kyle as do- 


mestic sales manager. Mr. Kyle, with 
the tirm 24 years, was most recently 
division sales manager at San An- 
tonio, Tex. 

Frank Schumacher was elected vice 
president of Italian Swiss Colony, San 


Francisco, it was announced recently 
by Adolf L. Heck, company president. 
In addition to this new office, Mr. 
Schumacher will continue as director 
and controller of this wine-making 
and brandy-making firm 


OR Rr coe greene 


~ you ‘Il want to 


be in BOSTON 


for the = 


in conjunctio 


x »* 


ALL-PURPOSE BUSINESS 
SHOW for 1953 


34th International Conference 


MECHANIC'S HALL 
Boston, Mass. 


MAY 25, 26, 27, 28 


important! 
Your hosts 

will be the 
world’s leading 
manufacturers of 
office furniture, 
equipment 
and supplies. 


National Office Management Association 


132 W. Chelten Ave., Phila. 44, Po. 
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The new “Scotch” Brand 
Deluxe Desk Dispenser 


NEW full-length sure-grip NEW slide-in cutting knife 

rubber base won’t slip on _ stays sharper longer, can be 

smoothest surfaces! replaced in 5 seconds! EXTRA! Your supplier now has New 
Formula “Scotch” Cellophane Tape. 


Sticks 6 times tighter than ever before! 


ORDER YOUR NEW DELUXE DESK DISPENSERS AND 


NEW elevatedcuttingedge, NEW rounded modern styl- ECONOMICAL 1296-INCH ROLLS OF NEW FORMULA 
improved design provide _ ing features chip-proof finish 
“SCOTCH” CELLOPHANE TAPE . . . DO IT TODAY! 


extra finger space! in lustrous gray! 


SCOTCH cellophane Tape 


a 
The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes made in U.S.A. by 
Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also makers of ‘‘Scotch”’ Sound Recording ‘Tape, ‘‘Underseal” Rubberized Coating, “‘Scotch- 
lite’’ Reflective Sheeting, “‘Safety-Walk” Non-slip Surfacing, "3M" Abrasives, "3M" Adhesives. General Export: 122 E. 42nd St., New York 17, 


N. Y. In Canada: London, Ont., Can. 
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Wanted: 


a nem kind 


of Crusader 


, 


....to help fight 


the strongest fee in 
the world —cancer. 


Who is he? Fe ts any generous 
person giving freely to the Amer- 
wan Cancer Society's Cancer 
Crusade. 

He believes that the light m 

the “lab” must not be extin- 

guished . . . that his fellows 
must learn to recognize the 
symptoms of cancer and the 

need for early diagnosis . 

that more doctors, nurses and 

research scientists must be 
trained. 

A victory against cancer now 
may mean protection for you 
later. Won't you help us by 
giving freely—giving gener- 
ously—giving now? Mail your 
contribution to “Cancer” care 
of your local post office. 


Help us fight your battle 


Give to the 


Cancer Crusade of the 


AMERICAN 


CANCER SOCIETY 


64 


| 
| 
| 
| 
| 
| 


OFFICE MANAGEMENT AND EQUIPMENT 


BOOKS AND PAMPHLETS 
(From page 16) 


social organizations was found to ex- 
ceed their collective membership in 
civic or business groups. However, 
AIM points out, there are fewer busi- 
ness organizations than there are 
either civic or social. On the other 
hand though, “Most businessmen feel 
they must join at least one business 
organization,” AIM said. 

Here, on the basis of the average 
number (of organizations) per man 
per company, is how today’s business 
leaders rate as “joiners.”: 


_ Fra- Busi- 
Hi . 2 Civie ternities, ness 


"D Activ- Clubs, Asso- 

| ities etc. ciations 
All com- 

Panies 1.65 3.76 1.95 
Food produc- 

ing & pro- 

cessing. . 1.49 3.71 89 
Manufactur- 

ing : 1.45 3.65 1.09 
Stores: dept., 

chain and 

variety 1.68 3.62 85 
Bldg. & con- 

struction 

materials 1.92 3.67 92 
CMe .....:. 107 3.08 1.67 
Chemicals & 

drugs.... 1.21 3.51 1.0 
Mining and 

metals 4.29 2.11 


Banks & ins. 

companies 2.29 4.64 1.46 
Utilities.... 2.27 4.39 2.18 
Misc. .... 1.17 3.45 1? 


The full report, “Leaders of Excel- 
lent Managements,” may be obtained 
from the American Institute of Man 
agement, 125 E. 38th St., New York. 


VERTICAL files, based on the use of 
VMP steel file shelves, are described 
in Cut Your Filing 
Costs 75%, a new 


booklet issued re- 

cently by Virginia, : 
Metal Products Le 
Corp., 1112 First 

National Bank 


Building, Pittsburgh. 
Designed to gain as 
much as 90 per cent 
capacity Over con- 


ventional filing 

methods, these 

shelves “cost less 

than one-quarter the 

cost per filing inch 

of seven-drawer New ‘MVP’ 
files,” the booklet as- booklet 


serts. 

It cites the experience of Guardian 
Life Insurance Co. of America, New 
York, in surveying its filing needs and 
costs. According to August Zierold, 
a Guardian Life executive, the cost 
of a VMP installation to his firm was 
almost two-thirds less than the figure 


a ee ee = 


Executive desk illustrated, 
this line includes a handsome 
Conference desk, Secretarial 
and Clerical desks, 
Consultation desk and 
modern functional tables, 
bookcases, etc. 


In addition to the Wiltshire 
t 


{ Your Imperial dealer will be 
glad to show you the 

Wiltshire line ...and 

acquaint you with its 

many space-saving, 

work-saving features. 


WRITE FOR Office Planning 
Kit, including floor space 
graph, cut-outs for 
furniture and 

decorating hints. 


Lmperial 
desk company 


* EVANSVILLE 7, 


vour Wutline | 
OF MODERN OFFICE 
EFFICIENCY 


Wiltshire Modern by Imperial sets 

the style for modern office efficiency 

in many of the smartest-looking offices 
in America's business. 


| 


INDIANA 
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Single Unit 


Economical 


No Installation Charge 


Use Anywhere 
Compact — Sturdy 
Any Length Copy 
Clean 

Versatile 

No Darkroom 

No Running Water 
No Drying Time 
Positive Prints 
Fastest Method 
Simple to Operate 
100% Accurate 
Two Models 


|GET ALL THE ANSWERS | 


™ FREE eee, 


OFFICE MANAGEMENT AND EQUIPMENT 


April, 1953 


CHECK ALL THESE BENEFITS 
FOUND ONLY IN 
TRANSCOPY DUPLEX 


Remington Rand has done it again. Now a single-unit machine is 
available for the Transcopy method of photocopying...the brand- 
new Transcopy Duplex. This space-saving, time-saving, work- 
saving development gives you, in seconds, positive ready-to-use 
photocopies of any record, written, printed or drawn-— up to 1412” 
wide and of any length. 


HERE’S HOW TRANSCOPY DUPLEX WORKS 

Insert the document to be copied, with a sheet of Transcopy 
negative paper, in the front slot of the unit. Electrically driven 
belts carry the sheets thru the unit exposing the print and ejecting 
both sheets thru the second slot. Return the original to normal use 
and insert the exposed negative sheet with a sheet of positive 
Transcopy paper in the third, for development. Again, electrically 
driven rollers pull the sheets thru the developer and eject the 
sheets from the rear slot. Wait just a few seconds for printing to 
take place, separate the sheets and you have a perfect, ready-to- 
use positive print — black printing on white background. 


room 1649 315 FOURTH AVE. 
NEW YORK 10, NEW YORK 


“tl 
: 


Gentlemen: I am most interested in finding out how I can use 
the Transcopy photocopying method in a single machine. Please 
send me, without obligation, free folder P-344 explaining in 
detail the operation of Transcopy Duplex. 
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eit. RINE 


A much-needed piece of corre- 
spondence, a valuable plan, blue- 
print or estimate. Probably not 
lost—just misplaced. 


Old fashioned filling systems are 
inadequate in the modern, com- 
plex office or factory. But with 
EZYINDEX Tabs, letters, reports, 
and plans can be 


quickly, easily. Do away with the 
irritations and time lost in hunting 
for office or factory written 
material. 


With EZYINDEX Tabs you can 
make your own index system for 
binders, books, filing cabinets, 
blueprint drawers. Color coded 
EZYINDEX Tabs are made of 
heavy, non-flammable acetate; 
title areas can be used over and 
over again. 


Sold by stationers all over the 
country. Ask for EZYINDEX 
Tabs, the only tab with the money 
back guarantee of perfect quality... 
or write for a sample EZYINDEX 
Tab and the name of your local 
EZYINDEX dealer. 


PRODUCTS co 
153-13 NORTHERN BLO. 
FLUSHING $4, NEW YORK 


Orv OF ASSOC ATED CELLULOSE PROC. =1T8 CORPORATION 


BOOKS AND PAMPHLETS 


( Continued ) 


: : : 
quoted for the installation of a cone 


ventional filing system. 

“In addition to cutting installation 
costs.” the booklet continues, “users 
report the VMP file system to be a 
substantial time saver. Every folder, 
instantly visible in its place on the 
shelf, is easy to find, easy to replace.” 
With the new. system, the booklet 
says, personnel can be cut down, and 
mistiling “virtually eliminated.” 


AMERICANS drink more than 100,- 


000,000,000 cups of coffee a year, and} 


a good portion of it is consumed in 
offices and factories. In Operation 
Coffee Cup, Rudd-Melikian Inc. ex- 
plains how the coffee “problem” in 
business can be handled quickly, con- 
veniently, and safely. The booklet out- 
lines Rudd-Melikian’s line of Kwik- 
Kafe automatic coffee dispensers for 
office and plant. 
illustrated are standard single units, 
“bantam” units, and dual dispensers 
which serve both hot coffee and cold 
Coca-Cola. 


The folder, which is available from 


Rudd-Melikian, 1947 N. Howard St., 
Philadelphia, includes also a brief his- 
tory of this comparatively new com- 
pany. The conception of the auto- 
matic coffee dispenser took form in 
Wright Field, O., in 1944, when two 
GI’s, K. Cyrus Melikian and Lloyd 
Rudd, fashioned the first unit from 
discarded parts. After discharge, the 
booklet continues, the young pioneers 
developed their company from its first 
“office” in Mr. Melikian’s garage, to 
its present modern plant in industrial 
Philadelphia. 


\ LIGHT, interesting little folder 
called The Story of the Girl With 
Thirteen Hands was published recent- 
lv by Miami Systems Corp., Robert- 
son St. at 34th Ave., Cincinnati. In 
tongue-in-cheek fashion, it tells the 
story of a willing, efficient, but over- 
worked heroine who was on the verge 
of nervous prostration—just when a 
Miami Systems dealer, business forms 
in hand, appeared triumphantly on the 
scene. The folder goes on to describe 
the line of printed register forms and 
autographic register devices that! 
Miami manufactures. 


THE American Management Associa- | 

tion recently issued a catalog of its pub- 

lications that detail “the tested techniques 

of leading organizations, and the surveys 
of the AMA research staff.” 

Called “Success Is a Secret,” the new | 

| 


catalog describes briefly the following 
books: The Development of Executive 
Talent, Planning and Developing the | 
Company Organization Structure, Rating | 
Employee and Supervisory Performance, | 
The Handbook of Personnel Forms and | 
Records, How to Establish and Maintain | 
a Personnel Department, Manual of Em- | 
ployment Interviewing, How to Prepare 
and Publish an Employee Manual, The 


OFFICE MANAGEMENT AND EQUIPMENT 


Among the models | 


FEATURE SAFETY, STRENGTH 
SILENT OPERATION 


MODEL “S" 


TIFFANY STANDARDS 


ASSURE A LIFETIME OF 
TROUBLE-FREE SERVICE 


ON SALE AT 
BETTER 
DEALERS 

EVERYWHERE . 


€ 
MODEL “SS"" 


Here's the stand that's preferred by office 
workers and management alike. The many 
exclusive features make Tiffany unequalled 


in performance. Literature on request. 


Tiffany Stand Co. 


7350 FORSYTH + ST. LOUIS 5, MO. 


“mad-Co” 


THE MAGNETIC COPYHOLDER 


NEW, MARVELOUS COPYHOLDER... 
ENTIRELY DIFFERENT! 


Amazing copyholder - - - the MA-CO Liner - - - 
puts copying and transcription work in entirely 
different class - - - with new ease and accuracy 
... perfect for filing, too! Easy fingertip control 

with the Magic-Magnet liner bar—it floats up 
or down paper. Adjustable for YOUR eye-angle, 
eye-distance. It's NEW! It’s almost MAGIC! 
See how easily it works at stationers, or write: 


THE PETTERSEN MFG. CO., INC. 
635 Milpas, Santa Barbara, Calif. 
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AMA Handbook of Wage and Salary 
Administration, The Supervisor's Man 
agement Guide, The Management Lead- 
er's Manual, The Foreman’s Basic Read 
ing Kit, Notes on the Theory of Organi 
zation, Buying and Administering Cor- 
porate Insurance, The Development of 
Foremen in Management, and Sources 
of Economic Information for Collective 
Bargaining 

METHODS of preserving and protect- 
ing floors are outlined in 101 Hints 
on Better Floor Care, which has just 
been re-issued in a new and revised 
edition by Huntington Laboratories, 
Inc. Pointing out that maintenance 
problems in offices have multiplied in 
recent years because of the great va- 
riety of material now being used for 
flooring, the booklet covers 64 “major 
floor maintenance problems,” with spe 
cific information on care and _ treat- 
ment of asphalt, cork, linoleum, ce 
ramic tile, rubber, concrete, marble, 
wood, and slate floors. 

The pamphlet also deals with meth 
ods of “sealing” various types of floor 
ing, ways to refinish, and so on. 

Free copies of the 28-page booklet 
may be obtained by writing the [unt- 
ington Laboratories, Huntington, Ind 


MANUFACTURERS’ LIST 
(From page 50) 
Kisco Co., Inc. 
2400 DeKalb, St. L 
LeJohn Mfg. Co. 
Huntington, W. Va 
Robbins & Myers, Inc. 
1345 Lagonda Ave., Springfield 
Samson United Corp. 
1700 University Ave., Rochester, N. Y 


Kisco Co. Ine.’s 
hassock air circulator 


B. F. Sturtevant Co. 
Damon St., Hyde Park, Boston 
Superior Electric Products Corp. 
Cape Girardeau, M 
Van Dyke Industries 
2559 W. 2\Ist St., Chicago 
Victor Electric Products, Inc. 
2950 Robertson Rd., Cincinnati 
Wade-Youmans Co. 
Alliance, Oh 
Walton Laboratories, Inc. 
1188 Grove St., Irvington, N. J. 
W. W. Welch Co. 
Glenn Bildq., Cincinnati 
Wilster, Inc. 
5700 Detroit Ave., Cleveland 
L. J. Wing Mfg. Co. ° 
164 W. 14th St., New York 
Worthington Pump & Machine Corp. 
Harrison, N. J. 


(To next page) 
April, 1953 
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Count yourself lucky... 


Lucky, indeed, if you have one of 
these small but mighty machines to do 
any or all of the counting jobs that are 
vital to nearly every successful business. 

The Tickometer is mighty fast, wholly 
accurate, highly economical. It counts 
a wide range of paper forms — checks, 
coupons, tags, tickets, transfers, among 


© 


©) Tickometer 


= PITNEY-BOWES 


Counting & Imprinting Machine 
.-. Offices in 93 cities in U.S. and Canada. 


OFFICE MANAGEMENT AND EQUIPMENT 


others—at speeds ranging up to 1000 
pieces a minute, at least 5 times faster 
than hand counting. With optional 
equipment, itcan also date, code, cancel, 
endorse or do other marking or imprint- 
ing. Shows whole or partial counts on 
visible registers. Easy for any one torun 
without special training. 

If there are any recurring counting 
tasks in any of your departments, let a 
PB Tickometer do them and eliminate 
slow, expensive hand-counting. 

No capital investment required. The 
Tickometer isrented—notsold. Serviced 
from 199 PB branch offices and other 
service points. For demonstration, or 
more information,call the Pitney-Bowes 
office nearest you, or tear off and mail 
the coupon for free illustrated booklet. 


PITNEY-BOWES, Inc. 
2966 Pacific St., Stamford, Conn. 
Send the free Tickometer booklet to: 
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All Business Is Specialized 
. and nothing specializes on YOUR business like 


Office Management & Equipment 
Here's a smart business man. He spends his 
time where every sitzmark parks a prospect at 
his feet. It's simple sense: He specializes .. . 
and it pays! 

Your business is specialized, too . and so is 
OFFICE MANAGEMENT AND EQU IPMENT. 
The time you spend with it pays ... for ite 
editors are experts in your specialty. 

The ad pages are as specialized as the editing. 
They, too, tend strictly to business ... your 
business. They bring you data on new products, 
new materials .. . gather in one place a raft of 
ideas on where-to-buy-what, or how to make 
(or save) a dollar. 

This business paper in your hand has a plus for 
you, because it’s a member of the Associated 
Business Publications. It’s a paid circulation 
paper that must earn its readership by its 
quality 

In the May issue you'll be reading about: 
How a large European insurance firm arranges 
its offices: photographs will show desk arrange- 
ment and general layout. Also, the brand new 
offices at the new plant of the Brown Shoe 
Company in Clayton, Missouri. The Tools of 
the Office will feature floor coverings, mailing 
and addressing equipment. 


Office Management & Equipment 
The Office Executive’s Own Magazine 
212 Fifth Avenue, New York 10, N. Y. 


W@W 


ee ee reese eeeseseeess 
One of a series of ads prepared by = 
THE ASSOCIATED BUSINESS PUBLICATIONS 


Save Time, Money 
with NEW 


OFFSET 
PLATEMAKER 


MODEL I116 


The only method that guarantees clear, 
sharp halftone dots. Vaculite eliminates 
“‘muddy’’, weak halftone plates . .. saves 
time, money and material. 


Light-proof frame , utilizes blacklight 
tubes for “burning-in’ any sensitized or 
coated plate (up to 11 x 16”). For Mul- 
tilith, Sasttoen, Webendorfer or Harris 
presses. Model 1722 available for larger 
plates. 


Also Serves as an Opaquing Table 
SEE YOUR DAVIDSON DISTRIBUTOR 


Send Coupon for FREE Catalog 


PRINTING DEVICES, Inc. 


1705 N. 25th Ave., Melrose Pk., Ill. 
Name 
Firm .. 


Street 


WATER COOLERS 
Borg-Warner Corp., Norge Div. 
672 Woodbridge St., Hammond, In 
Canaday Cooler Co. 
154 W. 14th St., New York 
Copeland Refrigeration Corp. 
Clinton & Thomas Sts., Sidney, Ohio 
Cordley & Hayes 
443 Fourth Ave., New York 
Curtis Mfg. Co., Refrigeration Div. 
1905 Kienlen Ave., St. Louis 
The Ebco Mfg. Co. 
401 W. Town St., 
Filtrine Mfg. Co. 
53 Lexington Ave., Brooklyn, N. Y. 
General Electric Co., Air Conditioning Dept. 
Bloomfield, N. J. 
General Motors Corp., Frigidaire Div. 
300 Taylor St., Dayton, Ohio 
Karen Corp. 
157 E. 128th St., New York 
Nash-Kelvinator Corp., Kelvinator Div. 
14250 Plymouth Rd., Detroit 
Niagara Industrial Corp. 
20 Vesey St., New York 
Progress Refrigerator Co. 
737 South 13th St., Louisville 
Puro Filter Corp. of America 
Sist Ave. at 2Ist St., Long Island City, 
N. Y. 
Sunroc Refrigeration Co. 
40 Pennell Rd., Glen Riddle, Pa. 
The Halsey W. Taylor Co. 
137 North Ave., N.W., Warren, 
Temprite Products Corp. 
47 Piquette Ave., Detroit 
Uniflow Corp. 
Erie, Pa. 


Ohio 


Columbus, 


Ohio 


EQUIPMENT ROUND-UP 

(From page 49) 
which appeared in last month’s 
“Equipment Round-Up,” was sepa- 
rated by a page that was erroneously 
printed out of place. As a service to 
readers who may have had difficulty 
following the proper continuity, Office 
Management herewith reprints the Smith- 
Corona text: 

“L. C. Smith & Corona Typewriters 
Inc. makes a ‘high-volume’ flat bed 
gelatin machine called the Vivid Con- 
veyor duplicator. Designed primarily 
for applications in which a number of 
masters are duplicated daily, the unit 
features a built-in conveyor mechan- 
ism that retains a full day’s supply of 
gelatin rolls. Each roll is automatic- 
ally moved into and out of operating 
position by a one-third turn of the 
conveyor control handle. 

“A second built-in 
gelatin, thus eliminating the need for 
hand sponging. In the Vivid, the 
maker asserts, the rolls are securely 
bolted to the conveyor mechanism, 
and are protected at all times. They 
are not handled directly, cannot be 
dropped, nor can articles be dropped 
on them, the manufacturers point out. 
Each roll is used in proper sequence. 

“Several models are currently avail- 
able, among them the model 1418-C, 
with a 14 x 18 inch capacity; model 
1824-C, with an 18 x 24 inch capacity, 
and model 1832-C with capacity of 
18 x 32 inches. All are available in 
10-, 14-, 20, and 30-roll sizes.” 

Smith-Corona headquarters are in 
Syracuse, N. Y. 


device applies | 
moisture directly to the surface of the | 


a REFRIGERATED 
OFFICE BAR 


for executives! 


Makes Entertaining Customers as Easy as 
opening a Desk Drawer 


% 
SERVEL 


Wonderbar’ 


Portable, Silent Refrigerette Styled 
As Smart Furniture 


Silently, it freezes ice cubes! Chills sodas, 
mixers, snacks! Blends with your office 
furniture! “Electric Wonderbar” has been 
greeted by sensational demand in smart 
offices coast-to-coast! 

AC or DC, 12 to 230 volts. 5-year war- 
ranty on silent freezing system. Mahogany, 
blond, white—or paint it to match your 
office. Bases, accessories oe eae Call your 
Servel Dealer! 


The name te watch fer great advances in 
REFRIGERATION and AIR CONDITIONING 
GAS er ELECTRIC 
Servel Inc., Evansville 20, Ind. 
In Canada, Servel (Canada) Ltd., 548 King St. W., Toronto, Ont. 
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PRIS.a-p/ 


connec NOW Tape 


Cleaner, neater, faster — no carbon-stained fingers 


¢« No scraping, erasing, smearing « Lies flat—nowaste « Self-adhesive 
— requires no moistening * Comes inconvenient strips — no dispenser needed 
« Master does not have to be removed or realigned 


In single 
and double 
space widths. 


- Ask your stationer 


Measure length needed by placing sheet Press tape on back of master over part to be for Dennison 
against correction in typewriter. Cut strip and corrected and retype. Use of small piece of 


peel from backing. new carbon is optional. PRES-a-ply Correction Tape 


FROM COAST TO COAST 


From Maine to California . .. from the Great 
Lakes to the Gulf of Mexico . . . Jasper Chair Co. 
Chairs, for Offices. Banks and Institutions. are 
America’s favorite and most wanted chairs. Perfer- 
red for styling and quality. For designs and com- 
fort. For the wide selections and variety. For their 
craftsmanship and serviceability. FOR DOLLAR 
VALUE. 


If your seeking ouality and Value see your near- 
est Jasper Chair Co. Dealer or write Dept. 22 for 
complete details about... 


“The RIGHT CHAIR at the RIGHT PRICE” / 
No. 840 


Jasper Chair72 


JASPER, INDIANA 
A modern plant manufacturing QUALITY Chairs of dependable WOOD 
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“A top-quality 
carbon in plastic _ 
or wax back .. 
Longborn Ribbon, 
the perfect | 


AMERICAN CARBON PAPER MFG. co. 
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Send today for your 
AMCO’'s handsomely 
booklet about famous 
Southwestern cattle b 
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Extras Make the Difference 


(From page 51) 
ing for a career that is basically non-executive worth 
it? Is it worth it particularly in view of the fact that 
tuition and residence charges at the resident schools 
—New York, Chicago, and Boston—are on a_ par 
with overall charges at Smith, Vassar, Wellesley? 

The students have no complaints. They are re- 
ceiving a sound training that will enable them to 
earn a better than average living on their own for as 
long as they care to work. They are assured of being 
able to pick, within wide general limits, the company 
for which they want to work. 

And there is another factor which makes the extra 
expense and time involved in attending one of the 
Katharine Gibbs schools worthwhile to the business- 
bound candidate. Although a private secretary is 
technically not on the executive level, the secretary to 
the top ofhcer of a large concern often has, in terms 
of salary and authority within the organization, a 
far more important job than the great majority of 
the firm’s “executives.” 

The Secretarial Route to Professional Jobs 

This continuing increase in the influence of the 
secretarial office is, of course, one of the basic reasons 
why both employers and students agree on the value 
of the Katharine Gibbs training. The emplover real- 
izes the requirements necessary for the top secretary 
in his organization are growing each year; the Gibbs 
student realizes that the secretary who can best mect 
those requirements is the one who is going to achieve 
the top jobs in the company. 

Many students—largely among college women, tor 
whom Katharine Gibbs has a special course—take 


another view of their training at the secretarial 


school. Often they have set goals for themselves in 
one particular type of career, and have prepared 
college for that field, only to find on graduation that 
there are no openings on the professional or execu- 
tive level in the work that interests them. Secretarial 
training is a route for them, a preparation for a 
minor job within the field in which they are inter- 
ested. Then, with the all-important “experience” in 
the office, they expect to move on to the job level at 
which they originally aimed. 

This does not apply only to the college graduates, 
studying at Gibbs. The schools have an extremely 
well-organized placement service, which counsels 
each graduate, and reviews with her her employment 
plans. All girls who visualize secretarial work as a 
stepping stone to a professional or policy-making 
position, whether or not they have established a defi- 
nite carecr goal in one specific field, are advised to take 
jobs in fields where women have an even or better 
than average chance of reaching executive positions: 
advertising, publishing, merchandising, fashion, radio 
and TV, the service industries. Finance, heavy indus- 
try, and offices requiring professional training for top 
positions—architectural or legal firms—are recom- 
mended primarily to the girls who are interested 
increasingly responsible secretarial jobs. 

One wend which the Gibbs placement office re- 
ports is a growing emphasis among major companies 
on training programs within the organization. Con- 
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cerns that once wanted only “experienced secretar- 
ies” now often prefer to hire new graduates, who can 
be trained in the company’s individual methods with- 
out having to rid themselves of techniques learned 
in other offices. Today, as a result, the girl who has 
just graduated often has an advantage over the 
woman with several years’ experience, especially in 
positions with the larger companies. . 

The advantage is, at the moment, fairly academic, 
since the placement service still cannot even come 
close to filling the requests it receives, either for new 
or past graduates. But if the secretarial shortage 
should end, if there should be a surplus of applicants 
rather than a surplus of jobs, the advantage could be- 
come real. 

There are as vet, however, no signs that the secre- 
tarial shortage is ending, according to the Gibbs 
placement office, although it has found that the mar- 
ket for secretaries, which rose immediately after the 
outbreak of the war in Korea, has now leveled off. 
Demand still outruns supply by a wide margin, but 
the margin is not increasing. 

And, in any event, the average Gibbs secretary, 
whether she has been ten years out of school or has 
just graduated, is not going to have a problem find- 
ing a job in any circumstances short of a major de- 
pression. Her training has been expensive, and critics 
may argue that it has included non-essentials; the 
single fact remains that it has proved for several gen- 
erations of students a sound investment of money 
and time. 


Files Anyone Can Use 


(From page 24) 


ment as you check attached correspondence that has 
been sent to file. 

This may all seem easy, but it is only the wide- 
awake person who will see where cross-references can 
be used. It is only the ambitious person who will 
take the time to make use of this means of being 
more efhcient. Many people do not realize how effec- 
tive the system can be because they have never tried 
the idea. When one checks, it is surprising how few 
file departments use the system. Many people who 
cannot find things in the files, and who blame the 
filing, do not realize that the reason material cannot 
be found, is because no cross-references were used. 

Could it be that the old proverb, “A stitch in time 
saves nine,” looked forward to the cross-reference? 


Paper Tells Your Story 


(From page 34) 


use of the record, he should not use the more ex- 
pensive papers for the great majority of forms, but 
should invest in the very best if the purpose demands 
it. Permanent and semipermanent records entail in- 
telligent forecasting and some understanding of rag 
and sulphite paper stocks. ‘This forecasting will be 
more accurate when an ofhce has fully developed 
retention and disposal schedules for all records of 
the organization. (Mr. Libbey’s article will be con- 
cluded in the May issue.) 
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OFFICE FURNITURE: 


on Bassick 
Rubber-Cushion Glides 


on Bassick 
Nomar Cups and Shoes 


Three good ways to protect 
office floors, rugs and furniture 


@ Protect your investment in office floors, rugs and fur- 
niture with Bassick — the world’s largest line of casters, 
glides, cups and shoes. Get them at your office supply store 
or write to THE Bassick Company, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 29.3.36A 


am, 


— A DIVISION OF 
St MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 


Bassick | 
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WATERPROOF = STAON AL 


used to solving every 


For checking purposes 


For marking rubber 


SEND FOR FREE 
illustrated marking 
crayon price sheet 

to Depi. TOM 


—shipping, receiving, 


For marking leather, fabrics 


Your 


% Like 


Clockwork! 


STRONAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 


pricing, assembling, warehousing, inven- 


torying. Or if you need a special kind, tell us your problem—we're 


kind! 


STAONAL marking and checking crayons are gritless, waterproof, 


permanent, or semi-permanent, as required. 


eo eee Ce TT STAONAL No. 1 


FGF MOTRIRG CHING, WA, OM ccc icicciivwecesens STAONAL 1 CT 
For general marking and shipping ............ STAONAL No. 2 
For marking glass and cellophane.............. STAONAL No. 4 


er rT Tire eT ...STAONAL No. 5 
. STAONAL No. 11 


For marking wet or dry lumber .........20 0000+ STAONAL No, 29 


BINNEY & SMITH CO. 
41 E. 42nd St., New York 17, N. Y. 
Celebrating 50 years of CRAYOLA’ Leadership 
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Downtown or Suburban? 
(From page 27) 


other cities. But, now, most of the new office build- 
ings in Manhattan include parking garages in the 
basements. The Hippodrome Building, as an exam- 
ple, at 4grd to 44th Streets, has accommodations for 
750 cars—thus, the parking situation in midtown 
Manhattan at least is being improved. I would as- 
sume that if many more companies like General Foods 
should move to White Plains, the parking and traffic 
in that city would be as congested as on Park Avenue, 
New York. 

Incidentally, this brings to mind that many sub- 
urban municipalities near New York are already suf- 
fering financially, because of the increased demands 
of thousands of new homes. All public services are 
aflected, particularly hospitals, fire departments, water 
supply, street cleaning, garbage removal and especial- 
ly public schools. Several hundred more families to 
service, that are suddenly imported by a big company, 
will not help any suburban community to keep the 
taxes down, despite increased ratables for new build- 
ings. According to national statistics, the average 
American family consists of 3.5 people. Make your 
own calculations as to the number of children and 
conjecture the consternation of the Board of Educa- 
tion when several hundred new children walk in to 
find seats in already crowded schools. It is probable 
that higher taxes or special assessments may result. 


The office rental situation in Manhattan 


It has become increasingly apparent to us, as brok- 
ers and agents of office buildings, and consultants to 
many large commercial and industrial corporations, 
that there is widespread lack of knowledge both in 
New York and other cities, as to the status of the 
office rental situation in Manhattan. I refer to the 
volume of: space rented in new office buildings dur- 
ing the past five years; space now available in build- 
ings under construction; and space that will shortly 
be available in buildings definitely planned for the 
near future. 

Many real estate experts in other cities have been 
under the impression that entire floors in our new, 
air-conditioned office buildings have been rented for 
as much as $8 per square foot. I have advised them— 
and wish to emphasize to you—that this is not the 
case. Very large units can even now be obtained 
for $5 per square foot and only for the very small, 
individual tower floors do you have to pay between 
$6 and $7 per square foot. 

According to the latest 1952 Office Building Survey 
ot The Real Estate Board of New York, there are a 
total of 343 competitive buildings which comprise 
a total rentable area of office space above the ground 
floor amounting to somewhat more than 60,000,000 
square feet. While most of these buildings are very 
well rented, there is space for rent in some, especially 
in the older buildings that have not been modernized. 

In addition, there are 11 large new office and com- 
mercial buildings now under construction which are 
scheduled for completion during 1953 and 1954. They 
comprise approximately 2,888,000 square feet, a good- 
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ly proportion of which space is now available for 
rent. Furthermore, plans have been filed for 11 more 
air-conditioned office and commercial buildings for 
construction in the near future. They will contain 
approximately 4,863,000 square feet. 
All of the foregoing figures have been compiled in 
collaboration with the Research Department of The 
Real Estate Board. It is quite obvious, therelore, 
that there is no dearth of fine, centrally located, air- 
conditioned office space for rent in New York City 
today. In fact, I am quite sure that there is more 
office space for rent today in New York than in all 
the other cities in the United States combined. There 
is plenty of healthy competition for tenants, and I 
assure you that, as brokers, we are prepared to make 
very attractive deals for large areas of space with 
prominent, well-rated, substantial tenants of high 
repute. A lot of other brokers would like to do the 
same thing. 


Cites ‘huge’ Manhattan real estate investments 


I prophesy that most of these new office buildings | 


will be rented before completion, as has been the case 
for several years past. Certainly, such a situation, 
combined with the facts I have related, presents no 
cause for belief that there is even the semblance of 
a “trend” of big corporations in the direction of the 
suburbs. Certainly, no tenant need leave Manhattan 
for want of adequate space, but need only engage 
the services of a real estate expert. 

It has been estimated that the office buildings in 
the large cities in this country and Canada, represent 
an industry valued at close to eleven billion dollars. 
It may be considered, therefore, that more than three 
billion dollars is invested in office buildings in New 
York City. Most of the large insurance companies 
have taken huge blocks of these investments—further 
evidence that Manhattan is the world’s center of 
business today and is bound to remain so for all 
time. Otherwise, why should the Rockefeller inter- 
ests stake between $150,000,000 and $200,000,000 in 
Rockefeller Center?) Why should the Prudential buy 
the land under the Empire State Building for $17,- 
000,000 and take a mortgage of the leasehold of the 
Empire State to the tune of another $15,500,000—a 
total of $32,500,000 invested in one building, by one 
company? Why should the Prudential buy the Lin- 
coln Building for about $20,000,000 if it thought the 
large tenants in these buildings were going to move 
out of town? 


The significance of long term leases 

Of even greater significance is the vast reservoir of 
wealth of the big institutions—life insurance com- 
panies, savings banks, trust funds—that is invested 
in first mortgage loans in the office buildings of Man- 
hattan alone. A long, careful research would be re- 
quired to compute the exact amount, but any round 
estimate would be a staggering, colossal sum. 

Why do such huge corporations as Texas Company, 
General Motors Corp., American Can Co., Sinclair 
Oil Corp., and a vast array of other colossal corpora- 
tions lease for long terms of years, office space in 
blocks of 200,000, 300,000, 400,000 square feet, and 
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aluminum 
chairs 


CHEERS FOR CHAIRS 


Have you ever stopped to think that of all office 
equipment, only the chair is an active mobile thing 
that must conform to the physical habits and proper- 
ties of the user? 


This means that proper seating is necessary in keep- 
ing over-head costs down by maintaining peak effi- 
ciency of your office force. 


FINE-REST Aluminum Chairs are designed to do 
all this and to beautify your office as well, at a moder- 
ate, self-liquidating cost. It would pay you to write 
us for the name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


ALUMINUM SEATING 


17 $. CHERRY STREET °* 


Dishiibuler 


". Y¥. 


AETNA SAFE CO., 46-50 W. 29th ST 
METROPOLITAN WN. Y. & EXPORT DISTRIBUTOR 
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HART 
T.C.L.* 
PRINTER 


SPIRIT PROCESS 
*Tags, Cards, Labels 


$29.95 


COMPLETE WITH 
SUPPLY KIT 


@NO INK, NO 
TYPE 


@ NO STENCILS 
@ NO GELATIN 


@ AUTOMATIC 
FEED 


@ FRONT STOP 
REGISTRATION 


@ RUN CARDS OR 
PAPER UP TO 
4" x 6" 


YOUR DEALER HAS IT OR WRITE: 


manufacturing co. 
_ mimeographs 


- and supplies 
ST. PAUL 4, MINN. 


Ameriea’‘s finest modern line 
of steel office furniture 


Designed to match modern methods . . . in keeping with 
today’s advanced thinking ... planned to fit your future! 
Skyliner’s rugged construction is hidden beneath sleck, 
simple, dignified lines but you know it’s there. . . fine 
craftsmanship down to the last detail. 


Write For Free Literature! 
Illustrated literature, catalog and com- 
plete information available on request. 
No obligation, of course! 
ORNA-METAL PRODUCTS CO. 
2412 So. Seventh St. « St. Louis 4, Mo. 
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more, in Manhattan office buildings, owned by other 
interests, if they could more economically and more 
profitably conduct their same vast business enterprises 
from their own ofhce buildings in the suburbs? 

It is more economical to lease ofhce space—as op- 
posed to constructing, owning and managing your 
own office building. Large ofhce space users are sel- 
dom static. They usually expand and are forever 
shifting departments from one floor to another, except 
during a depression when they may have to retrench. 
Expansion and contraction is far more readily and 
economically accomplished in a large downtown 
building than in your own building in the suburbs. 
Specifically, large corporations rent more space than 
they need and sub-lease the unused area, absorbing 
such space when required. On the other hand, if 
they need to contract in periods of economic depres- 
sion, they can again sub-lease this space. In the sub- 
urbs, sub-leasing would be wholly impractical. 

But vou can’t do any of these things in the out- 


| skirts of a town in Westchester or any similar location. 


You're stuck for expansion—unless you provide too 
big a building for your own business in the first place, 
and you're stuck if your business falls off—for there's 
no one to whom you can rent your surplus space. 
Yes, you're stuck either way. 

I heard a masterful talk on our general subject in 
Chicago at the last convention of the National Asso- 
ciation of Building Owners & Managers, delivered by 
Mr. S. W. Toole, second vice-president, The Pruden- 
tial Insurance Co. of America. His address: “Our 
Stake In the City of Tomorrow” concluded: 


The ofhce building of the central city is 
here to stay. It became popular for eco- 
nomic reasons—. ‘Those economic reasons 
are still valid today. The central city is the 
axis around which the whole metropolitan 
area revolves. The part to be played by 
the office building in the central city is as 
permanent as the concrete and _ steel of 
which it is built. That is why I have every 
confidence in the continuing value of our 
stake in the city of tomorrow. 


I wish to particularly compliment the editors and 
publishers of Office Management Magazine, which 
doubtless all of you read, for the splendid article con- 
tained in the January, 1953 issue, by Robert M. 
Smith, entitled: “Office in the Suburbs—Foresight or 
Fallacy?” I quote, in part, the closing paragraph: 
5 a return to the city by one major company 
facing the loss of business or personnel starvation 
in its new suburban home could reverse the whole 
process almost before it had begun. It is still much 
too early to write off the metropolis and the sky- 
scraper as symbols of American business prowess.” 

I am sure that you executives representing an ex- 
cellent cross-section of the largest organizations in this 
city and America, most of which occupy multiple 
floors of rented space, know the answers to these ques- 
tions better than I. Therefore, gentlemen, I rest my 
case and leave the matter to your decision as to where 
the next location for your office will be—downtown 
Manhattan or midtown Manhattan? 
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Exclusive “Capillary” Inking~ 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 


100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 


And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 


Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 
your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. © MILWAUKEE 3, WIS. | 
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FOUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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No USE 
LOOKING, 
OSCAR... YOu 


CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


“OUTLOOK” 
ENVELOPES 


PAYCHECK “OUTLOOK” ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


TE Tovas! 
WRIE af 


Write for samples and prices. 


Originatord of “Outlook® Envelopes. Est. 1902 ke 
be : IGTON BLVD., CHICA 60 


® 


VALET 73 RACKS 


MORE SALES 
FEATURES 


Led by architects and 
office planners the trend 
is to Office Valet ward 
robe equipment. By 
keeping wraps dry, aired 
and open to germ killing 
light this modern steel 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press”, 
helps employee, morale 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 
schools and institutions. 


Write for 
Bulletin 
O.V.-4 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 
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Chicago Seminar 
(From page 33) 


clear-cut responsibilities and corresponding authori- 
ties, and how many workers does he supervise? How 
important is he as a member of the management 
team, and how important is he made to feel in the 
eyes of his workers? 

“The huddle and muddle system of selection used 
by most companies today will have to give way to an 
orderly and organized approach to the problem,” he 
declared. “he supervisor's success is keyed to his 
training. But training should be different for the 
new supervisor and the one already established. Many 
of our present programs are not as effective or neces- 
sary as we think. Several training programs are only 
the fads and fancy of the big boss. And there is a 
distinction between training and developing a super- 
visor which must be understood.” 

“Business organizations with the widest and freest 
possible interplay of ideas and personalities grow to 
be the strongest and most prosperous,” Franklin S. 
Haiman of Northwestern School of Speech said in re- 
viewing the subject “Are We Talking to Ourselves?” 
Comparing businesses with government and _ politics, 
he said, “Throughout history authoritarian systems 
of government, based upon the chain-of-command 
idea, with their schemes of one-way communication, 
have eventually destroyed themselves.” 

Assistant professor of public speaking, Dr. Haiman, 
discussed the three elements of communications, the 
message itself, the person talking, and the person 
listening. As suggestions for improving the eflective- 
ness of communications, he offered two principles: 
establish two-way channels of communication, reduce 
the pressures of authority and create an organization 
with as much freedom as is efficient and practical. 

The Seminar wound up with a banquet on the 
evening of March 4, at which International NOMA 
president J. B. Andrews, Carnation Company, Seattle, 
Washington, acted as toastmaster. Ihe speaker of 
the evening was Clarence Manion, attorney at law, of 
South Bend, Indiana, whose subject was “Blueprint 
for Freedom,” a stirring thesis on Americanism. 


Keynote: Unity 
(From page 30) 


In the last analysis, though, office workers, execu- 
tives, and the men and women in the laboratories 
and production sections all seem to agree on what is 
really the most important thing about the new build- 
ing. The consensus is this: that the distinctive qual- 
itv of the new A. H. Robins building is its unity 
unity in design, in function, and in history. 

Architecturally, the building is completely integrat- 
ed. Functionally, the entire process of research, manu- 
facture, packaging, marketing and general manage- 
ment is economically and efficiently combined in one 
plant. Historically, the A. H. Robins Company home 
of 1953 is a continuation of a pattern set by A. H. 
Robins since its inception in 1878, a pattern of strict- 
ly scientific production for the most advanced medical 
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To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing system. 
They keep papers bound together—loose leaf style 
—preventing loss, mis-filing, wasted time. Use 
them alone, in Accobind Folders, or in Accopress 
Binders. Sizes for all standard loose leaf centers. 
Ask your stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


—————— 


~ ACCO FASTENER 


Longer Life 


For Your 
Office 
Equipment 


With An Annual 
Platen and Feed Roll 
Change 


For Best Results, Insist on 
FUTURISTIC 5-Star Platens 


e 
Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 


NATIONAL BUSINESS SHOW AIDS 
CENTURIES-OLD CRAFT 


World-famous as makers of 
fine china, Josiah Wedgwood 
& Sons was founded in 1759 
by the man who became the 
leading industrialist of his 
day and who, in the words of 
Gladstone, “coverted a rude 
and inconsiderable handi- 
craft into an elegant art and 
an important part of Brit- 
ain’s national commerce”. 


Today, the high standards 
and traditions of this family- 
run company, (which earned 
its founder a Fellowship in the Royal Society, one of 
England’s highest honors), are carried on by Mr. 
Hensleigh Wedgwood, direct decendant of the founder 
and President of Wedgwood’s American firm. He tcels 
that today, as in Josiah’s day, the successful company 
must keep abreast of all modern developments—ar- 
tistic, scientific and commercial. 


Hensleigh Wedgwood, 
President, Josiah Wedgwood 
& Sons, Inc 


“This principle applies, no less, to the efficient run- 
ning of the modern office and the company’s sales or- 
ganization, which must depend for efhciency on the 
proper use of up-to-date office machines and equip- 
ment,” said Mr. Wedgwood. 


“The National Business Show held each October”, 
continued Mr. Wedgwood, “is the alert executive's 
best source of information in this field. It is here that 
the latest and best in everything needed to construct, 
maintain and operate the modern office may be found.” 
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SELF- & \ SHARPENING 


i RE-NU 


No Il 
q Always a sharp 
@ erasing point 


at your fingertips! 

Simply peel paper 

back! No special 
sharpener needed! 
Another popular 
Paper-mated eraser! 


RE-NU 
@ ERASES SINGLE 
TYPED LETTERS 
WITHOUT BLURRING 


RE-NU 


@ WON'T ABRADE OR 
ROUGHEN PAPER 


RE-NU 


@ MAKES CORRECTIONS 
ON ORIGINALS 
AND CARBONS 


TRADEMARK BEG US. PAT. OFF. 


~ EBERHARD 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wide O follen 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


we 


Executives, Office Managers 
- and Machine Accountants 
PLAN NOW TO ATTEND 


NATHONAL 


CONVENTION 


SCHROEDER HOTEL 
MILWAUKEE, WISCONSIN 
JUNE 18-20, 1953 


For full convention particulars and Exhibitors information 
write: NMA A Convention, Mr. Andrew W Hansen, 1120 
N. Broadway, Milwaukee 1, Wisconsin, 


NATIONAL MACHINE ACCOUNTANTS ASSOCIATION 
| TS ES MEER 


— CLASSIFIED ADVERTISING 


in advance. Address replies to all Box Number ads c/o 


OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 


| Rates are !5c a word. Minimum charge $3.00. Payable 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original em 
ployment service (39 years’ recognized standing and reputation), The 
procedure of highest ethical standards is individualized to your personal 
requirements and develops overtures without initiative on your part. Your 
identity is covered and present position protected. Write for particulars. 
R. W. Bixly Inc., 292 Dun Bidg., Buttalo, N. Y 


This con- 
hdential exchange now in its 19th year of service to high-grade men, spe- 
cializes in individual personal service 
for satisfactory salaried positions. FE 
St., Richmond, Va. 


QUALIFIED MEN whose earnings have been $3,000 and up 


in opening contacts and negotiating 
tugene L. Williams, 2220 West Grace 


For Sale and to Buy, Used Equipment 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture 
Kardex, Acme-Postindex Nill pay more than trade-in allowances. Write, 
Wire, Phone. CAnal 6-2054, National Office Equipment Co., 429 Broome 
St., New York 13, N. Y 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
| Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 

Machines, ete. We pay top prices. Write immediately Northway Distribu 
tors, 2621 Ist Ave., Seattle, Wash 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand Visible 
Cabinets, wood and steel. Addressograph Cabinets and 
| Trays, steel and insulated Reconditioned first-class 
dealers. We also buy this equipment. 
Inc., 7 Waverly Place, New York, N. Y 


Trays. Ledger 
Special prices to 
Universal Office Equipment Co., 
GRamercy 3-3741 

VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully reconditioned 
and guaranteed. Please write and tell us what equipment you need or 


pare — sale. Heineman Office Equipment Co., O.M. 4 N. 8th St., St 
sous, Mo. 


FOR SALE—Model 904 Addressograph with lister. $250.00. McDonald 
Dairy Co., Flint, Mich 


IMPRINTED OR OFFICE PENCILS 


$3.95 per gross—imprinted to your own specifications. Intro- 
ductory offer, free Waterman fountain pen with a five gross 


order. 
UNIVERSAL GRAPHITE PENCIL CO. 


Clinton, New Jersey 


INFORMATION 
SERVICE 
Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems, services or supplies. 


Box A 


Write us whenever you are interested in Jearn- 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 


The Magazine for Office Executives 
212 FIFTHAVENUE NEW YORK 10,N. Y. 
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use. And that is the pattern the new A. H. Robins | 
plant is intended to project into the future. | 
| 


Among the Robins Co.'s suppliers are: 

Accounting, bookkeeping, and payroll machines: 
Accounting: International Business Machines Corp., N. Y. 
Bookkeeping: Underwood Corp., New York. 

Payroll: Shaw-Walker payroll system, Shaw-Walker Corp. 

Muskegon, Mich.; McBee vouchering system, McBee Corp.. 

Athens, Ohio. 


| 
| 


Adding and calculating machines: 
Adding: Burroughs Adding Machine Co., Detroit; Under- 
wood Corp., New York. 
Calculating: Friden Calculating Machine Co., Inc., San Lean- 
dro, Calif. 


Addressing Machines: Addressograph-Multigraph Corp. 
Cleveland. 


Air conditioning and ventilating equipment: 
Blowers: American Blowers, Detroit. 
Controls: Minneapolis Honeywell, Minneapolis. 

Heating: Cleaver-Brooks, Milwaukee. 
Pumps: Gardner-Denver, Dallas, Tex. 
Refrigeration: Worthington Corp., Harrison, N. J. 

Carpets: Thalhimer Bros., Inc., Richmond, Va. 

Chairs: 

Metal: Metal Office Furniture Co., Grand Rapids, Mich 
Wood: Stow & Davis Furniture Co., Grand Rapids, Mich 
Desks: 


Vetal: Metal Office Furniture Co.. Grand Rapids, Mich. 
Wood: Stow & Davis Furniture Co., Grand Rapids, Mich. 


Dictating equipment: Dictaphone Corp., New York 

Duplicating machines: Addressograph-Multigraph Corp.. 
Cleveland. 

File cabinets: Metal Office Furniture Co., Grand Rapids, 
Mich. 

Intercommunication equipment: \utocall Co., Shelby, © 

Lighting fixtures: General Electric Co., Schenectady, N. Y. 

Mailroom equipment: |:quipto Corp., Chicago. 

Postage meters: litney-Bowes, Inc., Stamford, Conn 

Tabulating machines: Wright & Co., Inc., Worcester, Mass 

Typewriters: International Business Machines Corp., New 

York; Underwood Corp., New York. 
Vault: Diebold Inc., Canton, ©. 


Other special equipment: 
Acme ledger trays: Cole Harding & James Inc., Richmond. 
Va. 
Board room and executive offices: Stow & Davis Furniture 
Co., Grand Rapids, Mich. 
Office furniture supplier: Virginia Stationery Co., Richmond, 
Va. 
Portable Microfilm Camera 
Helps Maintain Executive Privacy 
Diebold Inc. reported recently that many of the first 
orders for its new 20-pound portable microfilm camera 
were from executives of large corporations which were 
already using microfilm to record all correspondence and 
documents. In many of these firms, the policy had been 
to pass all material, general or private, to a central pool 
for microfilming—thus placing personal files in a position 
of general scrutiny. 


With the new portable camera, any document up to 11 | 
inches in width can be filmed in privacy right in the execu- 
tive’s office. The Canton, O., firm pointed out that the re- 
movable daylight-loading film magazine of the “Flofilm” 
camera can be kept in the executive’s desk until it is com- 
pletely used, and that one or several documents can be 
photographed at a time. 

The Flofilm, a fully motorized camera, sells in the United 
States for $750. | 


! 


INVESTIGATE | 
BEFORE YOU INVEST 


KISCO COMPANY, INC. 


2400 DeKalb St., St. Louis, Mo 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


HELP THE BLIND 
HELP THEMSELVES 


IVE 


GENEROUSLY 
TO THE LIGHTHOUSE 


$2,500,000 IS NEEDED 


The N. Y. Association for the Blind 
111 East 59th St., N.Y. C. 22, N.Y. 


In Queens: 
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0 Mistake Ir Inks 
ficient Turks... 


TALK TO A TURK and you'll find he knows all the answers 
about Weldon Roberts Erasers when it comes to correcting 
mistakes in Turkish and any other language. Talk turkey to 
anyone who knows eraser performance and erasers and you 
will find out that the top preference is Weldon Roberts. Their 

_ super-quality, dependable uniformity—sizes, shapes, 
textures—give you ALL of the best answers for cor- 
recting mistakes in handwriting, typewriting, business 
machine writing, artwork, drafting. Select Weldon 
Roberts Erasers today at your stationer’s for your 
specific needs. 


930 ENSEMBLE (Pink & Gray Rubber). A combination 
eraser that does most everything. Handy, bias-beveled 
shape. Soft, pink pencil rubber joined to soft, gray ink 
eraser. For ink, pencil and crayon erasing. 


JET ERASER. 
Convenient, cylin- 
drical stick eraser 
in attractive trans- 
ered plastic 

older. Top un- 
screws so eraser 
stick can be 
moved outward. 
Red rubber for 
pencil erasing, 

ray rubber for 
nk. Pocket clip 


Waldom Robaits Enanar 
Coral iPink 
340 “4833 


* IN U.S.A. 
« e 
ae Pa 

style for general 


use. Brush whisk 340 CORAL PINK. A soft, smooth 

rete. -— typists. pink pent eraser in immensely popular 

Refil “stub double-beveled shape. A popu- 
lar aumiber for general office, drafting, 
art and school use. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World's Foremost Eraser Specialists 


Waldon Robes 
Eranaus 


Correct Mistakes in Any Language 


ADVERTISER'S INDEX 


A 
Acco Products, art 
Agency—LaPorte & Austin, Jee 
Aluminum Seating Corp... 
American Cancer Society 
American Carbon Paper Mfg. 
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Faster, Easier Filing in 


BS Toor Space! & 


. ~ 


oo With “- tae 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment | vee. 
“rocks” open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually a ies 
requires less floor space than old-fashioned drawer- : 5 4-comportment and 
type files! mm ©2-comporiment = ™ 

Rock-a-File compartments project less than eight : j; —— a 
inches when open, “‘rock’”’ open and shut effort- Cate 
lessly, and permit two or more persons to use the eek 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-compartment Rock- E Py 
practical locations become ideal filing space with @-File in private office use. <— i ge 
Rock-a-File. Note close position... = I. 

“2 e _ MO need for user to rise. == : en ii 

And Rock-a-File is safe, too... gravity center ivst swing around in chair . fe 
remains always within the cabinet; no danger of : 
toppling, even with lower compartments empty. 


s. < 


See your dealer or write for a descrip- 
tive folder and name of nearest dealer 
today ... learn how Rock-a-File can 
save filing time, costs and space in 
your business. 
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Nowl 


Mot Atbance 


All Electric Typewriter 
ever built 


‘ 


All eyes are on this 
exciting, fast-writing, 
UNDERWOOD ALL ELECTRIC! 


Mot Athanced \esian and Style 


more beautiful than ever... 
perfect in every way! 


And it’s More Beautiful 
than ever! 


Mest Athanced Margin Set 


electrically ...from the keyboard. 
What a convenience! 


Mest Aheanced Keyboard oy 
ss 


ss 
Yes, Underwood leads again! 
... scientifically designed 
to minimize 
finger reach! 


Leads in all the basie features that en- 
courage speed, accuracy and ease of typ- 
ing! Leads in bringing you the Most 
{dvanced All Electric Typewriter ever 
built! 


Mest Athancod Key Tops 


. new ... Finger-Flite 
... for comfort, speed. 
and smooth. 

s-m-o-o-t-h touch! 


Met Ahanced Mast Mhaneed & 


Get a demonstration from your local 
Underwood representative . . . and see 
for yourself! 


Underwood Corporation 


Typewriters . . . Adding Machines . . . 
Accounting Machines . . . Carbon 


Functional Keys Seales and Indicator Paper ... Ribbons 
.. color-controlled ... for instant paper 42 One Park Avenue New York 16, N. Y. 
... for ease and centering, heading Underwood Limited Toronto 1, Canada 
accuracy. centering and Sales and Service Everywhere 4 
A big advantage! carriage positioning. Copyright—Underwoud Corporation 


Underwood ~/4/ecénc Typewriter 
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